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Foreword 


To  every  member  of  the  staff  of  Nonacademic  Personnel,  all  campuses 
and  divisions : 

University  procedure  calls  for  an  annual  report  of  the  activities  of 
each  area  of  administrative  responsibility,  this  report  to  be  made  to  the 
President.  This  is  fitting  and  proper,  and  the  material  which  follows  is 
to  comply  with  this  procedure. 

I  am  addressing  this  to  the  members  of  our  staff,  however,  because 
every  one  of  you  has  participated  in  the  activities  which  are  represented 
in  the  report  which  follows.  In  many  ways  you  have  made  the  report.  This 
is  as  true  of  the  newest  clerk  as  it  is  of  those  who  have  been  with  us 
since  the  start  of  our  program  in  19H5. 

A  review  of  the  statistics  and  the  making  of  a  report  from  them  is 
worthwhile.  It  has  emphasized  for  me  things  which  I  had  been  overlooking. 
I  think  it  will  be  of  interest  to  each  one  of  you.  It  will  help  you  to 
evaluate  your  own  job  and  to  have  a  better  knowledge  of  what  goes  on  in 
other  parts  of  our  organization. 

The  report  which  follows  gives  statistical  details  for  the  past  two 
years  and  relates  this  to  earlier  years  as  well.  A  detailed  report  of  the 
type  herein  provided  is  developed  every  two  years.  In  the  odd  year  a 
brief  summary  of  progress  is  made,  but  as  those  of  you  who  have  been 
providing  me  with  information  well  know,  the  details  required  by  this  type 
of  report  are  such  that  we  need  a  little  time  between  publication  dates. 

You  will  note  many  improvements  and  I  am  sure  you  will  also  note  some 
where  we  do  not  look  so  good.  Generally  speaking,  however,  the  over-all 
results  as  of  the  end  of  this  past  fiscal  year  place  us  in  a  position 
considerably  forward  of  that  noted  two  years  ago.  We  can  all  take  pride 
in  the  accomplishments  of  this  period.  I  am  happy  for  this  indication  of 
a  successful  year.  All  of  us,  to  a  considerable  extent,  are  constantly 
under  pressures  of  time  or  tension.  We  find  it  hard  to  schedule  our  work 
far  in  advance  because  of  the  necessity  of  meeting  constantly  recurring 
emergencies.  I  am  happy  therefore  with  the  evidence  of  a  coordinated 
effort  of  a  staff  which  shows  not  only  efficiency  and  diligence,  but  also 
cheeful  and  effective  handling  of  the  many  problems  which  come  to  our 
desks  f'rom  day  to  day. 


DONALD  E.  DICKASON,  DIRECTOR 


INTRODUCTION 


Staff  total  has  crossed  the  5>000  mark  figure  for  the  first  time, 
being  now  5*1^-6,   an  increase  of  8 ,7%  in  two  years. 

There  was   a  large  increase  in  number  of  applicants  in  1956-57  and 
a  marked  decrease  in  1957-58. 

The  age  level  of  new  employees  is  a  bit  higher,  but  the  total 
University  average  is  reduced  by  the  number  of  new  positions  in  effect. 

There  were  fewer  promotions. 

The  average  length  of  service  has  increased   significantly. 

Turnover  has  been  materially  reduced. 

Requests  for  disability  leave  were  down  in  1956-57,  but  up  in 
1957-58  due  to  the  flu  epidemic.     Retirement  disability  claims,   however, 
are  lower-an  indication  that  there  have  been  less  long-time  disabilities, 
Workmens'    compensation  claims  are  down. 

The  staff  educational  program  shows  a  marked  increase  in  participa- 
tion. 

Termination  questionnaire- attitude  survey  indicates  a  number  of 
elements  of  increased  morale. 

The  Chicago   Divisions  have  made  outstanding  improvements  in  many 
areas  in  which  they  were  formerly  weak. 

The  new  Safety  Program  has  gotten  off  to    an  excellent  start. 
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COMPARISON  OF  GROWTH  IN  SIZE  OF 

NONACADEMIC  STAFF  BY  CAMPUS 

19U5-'h6  to  l957-'58 

•U8        '1,9      '50  -51      '52      '53      '5h      '55      '56      '57 

•1,9        '50      '51  '52      '53      -5U      '55      '56      '57      '58 


2365*    3151*    37U1j*    1,211*    U26U    1,272    1,387    UU36    U578    1,721    1,730    1,906    5lU6 
(786)     (593)     (U67)     (53)     (8)       (115)   (U9)     (1L2)   (1U3)     (9)     (176)   (21,0) 

Note:    (l)   Top  figures  show  University  total  employment  for  year 

(2)  Figures  in  parenthesis   represents  net  increase  in  University 
employment  for  year. 

(3)  Galesburg  Undergraduate   Division  staff  not  included  in  total   figures. 
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GROWTH  AND  COMPARISON  OF 
ACADEMIC  AND  NONACADEMIC  STAFFS 


AND  STUDENT 

ENROLLMENT 

Nonacademic 
Staff 

Student 

Enrollment 

Academic 
Staff 

Ratio  Of 
Nonacademic 
Staff  To  Student 

Year 

Total 

Per  Cent 
Change  Over 
Last  Year 

Total 

Per  Cent 
Change  Over 
Last  Year 

Totals 

Per  Cent*** 

Change  Over 
HHt       Last  Year 

One 
To 

19UO-U1 

1,257 

- 

ia,i3a 

- 

1,6U8 

- 

11.2 

19U1-U2 

1,193 

18.8 

13,060 

-7.6 

1,670 

1.3 

8.7 

19U2-U3 

1,700 

13.9 

n,a95 

-12.0 

1,559 

-6.6 

6.8 

19U3-UU 

1,959 

15.2 

16,029* 

***      39. a 

1,1*71 

-5.6 

8.1 

19UU-U5 

1,628 

-16.9 

16,203* 

***       1 .1 

1,263 

-ia.i 

9.9 

19U5-U6 

2,365* 

a5.3 

23,22a* 

***          U3.3 

1,576* 

2a.8 

9.8 

19U6-U7 

3,l5l 

33.2 

28,553 

22.9 

2,383 

51.2 

9.0 

19U7-U8 

3,7UU 

18.8 

29,9aa 

a. 9 

2,968 

2a.5 

7.9 

19U8-U9 

a,  2n 

12.5 

28,929 

-3.6 

3,661- 

t          23.3 

6.8 

19U9-50 

U,26U 

1.3 

28,592 

-1.2 

3,861 

5.5 

6.7 

1950-51 

a, 272 

.2 

2a,39a 

-ia.7 

a,077 

5.6 

5.7 

1951-52 

U, 387 

2.7 

22,oaa 

-9.6 

3,961 

2.8 

5.0 

1952-53 

U,U36 

1.1 

22,896 

3.9 

a, 080 

3.0 

5.1 

1953-5U 

U,578 

3.2 

23,231 

1.5 

a,  101 

.5 

5.0 

195U-55 

U,  721 

3.1 

2a,375 

a.9 

a, 391 

7.1 

5.1 

1955-56 

h, 730 

-.2 

26,671 

9.a 

a,536 

3.3 

5.6 

1956-57 

a,  906 

3.8 

27,632 

9.6 

a,572 

.9 

5.6 

1957-58  ' 

5,ia6 

a.i 

27,317 

-1.1 

a?635 

i.a 

S-J 

pHHt 
JHHH* 


Chicago  and  Galesburg  Undergraduate  Divisions   added  to  University- 
Farm  and  Home  Advisors   included  from  19a8-a9  on 
Corrected 
Included  Service  Curriculum 

It  will  be  noted  that  since  1950  the   ratio  of  nonacademic    staff  and  student 
enrollment  has  stayed  at  approximately  1  to  5.     This,   of  course,   includes  positions 
paid  from  all  funds.     A  recent  computation  which  considers  State  funds  only  shows 
that  the  ratio  has  run  between  1  to  8  and  1  to  11.     It  is  evident,   therefore,   that 
during  these  years  at  least,  the  factor  which  has  maintained  constancy  has  been  the 
somewhat  variable  one  of  non-State  funis.     Should  this  situation  continue  in 
approximately  the  same  proportion  we  can  anticipate  a  nonacademic  staff  of  7,500 
ten  years  from  this  time,   using  present  assumptions  as  to  student  increase  but  without 
being  able  to  estimate  at  this  time  any  increase  with  reference  to  a  possible  new 
Chicago  Undergraduate  Campus. 
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STUH£  OF  GROWTH  OF  NONACADEMIC  STAFF  lgljO-lggg 


Total 
I9UO-I4I 

Total 
1957-58 

Gross 
Increase 

Less 
Increase 
in  Trust: 
Rev.  &  Res. 

Increase 
Net 
Budget 

Clerical  and  Supervisory 
Staff,  Academic   Depts. 

Clerical  and  Supervisory 
Staff,  Administrative 
Offices 

)  363 

10U7 
725 

11*09 

135 
129 

nl*5 

Field,  Lab.   and  Stores 
and  Other  Non-clerical, 
Academic  Depts. 

Housing,  Food  Service 
Union  Bldg.  Operations 

Physical  Plant 

192 

12U 
562 

715 

381 
1279 

523 

257 
717 

212 
257 

311 
717 

Added  since  19l*0-Ul  and 
not  included  in  above 
figures : 

R  &  E  Hospital  -  Nursing, 
Technical  &  Service 
Operations 

12i|l 

1*11*7 
999 

2906 

999 

733 

2173 

999 

1 

TOTAL 

I2I4I 

511*6 

3905 

733 

3172 

Total  Nonacademic  Staff  (1957-58) 

Total  Nonacademic  Staff  (19UO-I4I) 

Total  Increase   (1955-56)   over 

i9i*o-ia 


511*6 
i2ia 


3905 


Less  increase  paid  by  research 
grants,  trusts,  and  revolving 
funds 

Net  increased  paid  from 
legislative  funds 


733 


3172 


The  attached  table  is  provided  in  an  effort  to  show  to  some  extent  the  area  in 
which  growth  has  been  taking  place  over  the  past  18  years.  It  is  significant  to  note 
that  in  the  past  year  total  employees  paid  from  Trust,  Revolving  and  Research  Grants 
is  733 •  The  total  two  years  ago  was  826.  Inasmuch  as  there  have  been  few,  if  any, 
layoffs,  it  may  be  assumed  that  this  reduction  has  been  generally  balanced  by  transfer 
of  employees  to  State  funds. 
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AGE     G  P 

.  0  U  P  S 

Division 

Year 

18  -  30 
•       % 

31  -  Uo 

% 

la  -  55 
% 

56  & 

% 

Over 

Urbana-Champaign 

1955-56 
1956-57 
1957-58 

814.0 
79.7 
78  .h 

10.9 
11.1 
13.1* 

h.8 
8.9 
7.1* 

.3 
.3 

.8 

Chicago  Professional 

19^5-56 
1956-57 
1957-58 

67.0 
62.6 
68.  h 

21.5 
23.3 

18.7 

11.2 

13. a 
n.i 

.3 

.7 

1.8 

Chicago  Undergraduate 

1955-56 
1956-57 
1957-58 

52.3 
1*7.5 
55.  a 

29.1 
26.9 
23.2 

13.6 
17.9 

21  .a 

7.7 

Division   of  Services 
for  Crippled  Children 

1955-56 
1956-57 
1957-58 

8U.9 
81.2 
5U.5 

12.1 

9. a 

27.3 

3.0 
9.1* 

18.2 

_ 

UNIVERSITY  TOTAL 

1955-56 
1956-57 
1957-58 

73.6 
70.1 
72.9 

17.  h 
17.6 
16.2 

8.7 

11.5 

9.6 

.3 
.8 

1.3 

I 

There  appears  to  be  a  marked  contrast  between  the  age  groups  of 
present  employees   and  those  employed  during  the  past  year.     This  serves 
to  underscore  the  generally  long-time  service  of  many  of  our  staff. 
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AGE  GROUPS  OF  NEW  EMPLOYEES 
1957  -  1958 


Urbana 


13% 


Professional 


University  Total 


Undergraduate 


D.S.C.C. 
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AGE  GROUPS  OF  PRESENT   EMPLOYEES 
1957  -  1958 
UNIVERSITY  TOTAL 


ITTTTT1  Ui-55 


over  55 


1957  -  1958 

18-30  -  35.6$ 

31  -  ho  -  25.1$ 

la  -  55  -  29.8$ 

over  55  -  9.2$ 


AVERAGE  AGE  OF  PRESENT   EMPLOYEES 


Division 

1950-51 

1951-52 

1952-53 

1953-5U 

195U-55 

1955-56 

1956-57 

1957-58 

Urbana-Champaign 

3U 

3U 

35 

35 

37 

37 

36 

35 

Chicago   Professional 

3U 

3U 

3U 

3U 

35 

ho 

38 

36 

Chicago  Undergraduate 

36 

37 

38 

UO 

UO 

Ui 

U2 

U2 

UNIVERSITY  TOTAL 

35 

35 

35 

35 

38 

39 

38 

38 

Ik 


EDUCATIONAL  QUALIFICATIONS  OF  THOSE  EMPLOYED 

1957  -  1958 


Education  Completed 

Present  Staff 

Newly  Employed 

Average 
19U8-56 

Average 
1956-57 

Average 
1957-58 

Average 
1956-57 

Average 
1957-58 

Less  than  High  School 
Graduation 

23.9$ 

29.0% 

27.9% 

17.2% 

10.  h% 

High  School 

36.2$ 

32.8% 

32.9% 

38.0% 

33.6% 

Some  College 

2U.W 

23.5% 

23.9% 

29.3% 

36.  h% 

College   Degree 

15. 5% 

lU.7% 

15.3% 

15.5% 

19.6% 

Our  average  of  educational  qualifications  in  recent  years  has 
included  an  increasing  number  of  those  with  less  than  high  school 
degrees.  This  trend  has  been  reversed  sharply  in  the  past  two  years 
and  if  we  are  able  to  continue  this  trend  it  will  pull  up  our  present 
averages  significantly. 


Present  Staff 


Less  than  High  School 
High  School 
IJJJJIII  Some  College 

College  Degree 


Newly  Employed 
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ORIGINAL   ENTRY   EXAMINATIONS  GIVEN  AND  RESULTS  TOR  1956-57  AND  1957-58 


EXAMINATIONS  GIVEN 

PASSED 

FAILED 

Urbana 

1956-57 
1957-58 

1888 
2618 

1198  (63.5*) 
1671  (63.8%) 

690  (36.5%) 
9U7  (36.2%) 

Professional  Colleges 

1956-57 
1957-58 

1335 
1121 

8U2  (63.156) 
691  (61.758) 

U93  (36.9%) 
U30  (38.3%) 

Undergraduate  Division 

1956-57 
1957-58 

192 
192 

82  (U2.750 
63  (32.8%) 

110  (57.3%) 
129  (67.2%) 

Division  of  Services 
for  Crippled  Children 

1956-57 
1957-58 

63 
56 

26  (Ul. 3%) 

27  (U8.256) 

37  (58.7%) 
29  (51.8%) 

TOTAL 

1956-57 
1957-58 

3U78 
3987 

21U8  (61.8%) 
2U52   (61.5%) 

1330  (38.2%) 
1535  (38.5%) 

It  will  be  noted  that  the  number  of  examinations  given  increased  in 
1957-58  in  spite  of  the   decrease  in  applications.     Since  examinations   are 
offered  only  to  those  who   appear  to  have  necessary  basic  qualifications, 
this  would  indicate  that  the  quality  of  those  who  have  come  through  has 
been  higher. 


Total  Number  Examined 


Total  Number  Exams  Passed 


1955-56 

3,3U9 

2,183 

1956-57 

3,h78 

2,1U8 

1957-58 

3,787 

2,152 

Average  percentage  passed  has  been  between  6l  and  65  percent  of  those 
being  tested.     Examinations  are  given  for  all  types  of  University  employment, 
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ORIGINAL    ENTRY  EXAMINATIONS  GIVEN  AND  RESULTS  FOR  1957-58 

(BY  CAMPUS) 


Urban a 


Professional 


C26T0J 


University  Total 


t    |  Passed 
ES3  Failed 


Undergraduate 


(  39  B7) 


D.S.C.C. 
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PROMOTIONAL  EXAMINATIONS  GIVEN   AND  RESULTS  FOR  1956-57  AND  1957-58 


EXAMINATIONS  GIVEN 

PASSED 

FAILED 

Urban  a 

1956-57 
1957-58 

122 
95 

99  (81.12) 
75  (78.92) 

23   (18.92) 
20   (21.12) 

Professional  Colleges 

1956-57 
1957-58 

38 
58 

2U  (63.22) 
32  (55.22) 

11*  (36.82) 
26  (Uli.82) 

Undergraduate  Division 

1956-57 
1957-58 

22 
2 

11  (502) 
2   (1002) 

11  (502) 
0  (02) 

Division  of  Services 
for  Crippled  Children 

1956-57 
1957-58 

1 
1 

l  (ioo2) 
l  (ioo2) 

o  (02) 

TOTAL 

1956-57 
1957-58 

183 
156 

135  (73.82) 
110  (70.52) 

U8  (26.22) 
U6  (29.52) 
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NUMBER  OF  PROMOTIONS 


Division 

1951-52 

1952-53 

1953-5U 

195U-55 

1955-56 

1956-57 

1957-58 

Urb  an  a -C  hanipai  gn 

202 

163 

121* 

97 

128 

85 

110 

Chicago  Professional 

150 

lol* 

153 

11*8 

99 

73 

52 

Chicago  Undergraduate 

21 

n 

13 

7 

8 

20 

6 

Division  of  Services 

for  Crippled  Children 

5 

8 

6 

8 

8 

7 

5 

UNIVERSITY  TOTAL 

378 

286 

296 

260 

2U3 

185 

173 

PERCENTAGE  OF  TOTAL  STAFF  RECEIVING  PROMOTIONS 


Division 

1951-52 
% 

1952-53 

of 

1953-5U 
% 

195U-55 
% 

1955-56 
% 

1956-57 
% 

1957-58 
% 

U  rb  an  a- Ch  amp  ai  gn 

7.8 

6.1 

1*.8 

3.7 

U.9 

3.1 

3.9 

Chicago  Professional 

10.7 

7.U 

9.1* 

8.5 

5.5 

U.o 

2.7 

Chicago  Undergraduate 

7.6 

U.2 

9.8 

2.7 

3.1* 

8.6 

2.5 

Division  of  Services 
for  Crippled  Children 

lt.l 

6.7 

5.1 

6.0 

U.2 

6.0 

Il.lt 

UNIVERSITY  TOTAL 

8.6 

6.5 

6.5 

5.5 

5.1 

3.9 

3  .It 

The  number  and  percentage  of  staff  receiving  promotions  have  fallen 
off  during  these  past  two  years.  We  are  searching  for  the  reason.  It 
may  be  that  this  was  effected  by  a  comparatively  reduced  number  of 
employments  at  other  than  entry  levels.  It  may  be  true  also  that  the 
growth  in  number  of  total  staff  within  the  past  two  years  has  served  to 
distort  the  figures  on  promotion,  which  is  generally  available  only  to 
those  of  longer  service. 
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PERCENTAGE  OF  PROMOTIONS  TO  NEW  EMPLOYMENT 


University  Total 


NEW  EMPLOYMENT 

NUMBER  OF  PROMOTIONS 

PERCENT 

19U6-U7 

2193 

198 

9.0 

19U7-H8 

2915 

330 

11.3 

19U8-U9 

2299 

32h 

lU.o 

19U9-50 

1626 

225 

13.8 

1950-51 

20U9 

339 

16.5 

1951-52 

2218 

378 

17.0 

1952-53 

2288 

286 

12.5 

1953-5U 

2022 

296 

1U.6 

195U-55 

170h 

260 

15.2 

1955-56 

16UU 

2U3 

ia.7 

1956-57 

1855 

185 

10.0 

1957-58 

1666 

173 

io. a 
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POSITION  CLASSIFICATION  - 

In  1957-58,  2hl  requests  for  classifications  of  new  positions,  or  of 
those  not  directly  in  a  promotional  line  were  received  and  231  were  approved. 
The  ten  positions  not  classified  were  vacated  before  any  action  regarding  a 
title  for  them  was  taken.  This  year's  transactions  ranged  from  jobs  that  did 
not  require  any  analysis  of  duties,  to  those  which  required  considerable  time 
to  evaluate  and  classify.  In  some  cases  it  was  necessary  to  construct  or 
revise  class  specifications  to  properly  describe  the  positions. 

One  hundred  ninety  eight  requests  to  reclassify  promotional  positions 
were  received  in  1957-58  •  Many  of  these  involved  only  the  addition  or 
deletion  of  skills,  such  as  typing  or  shorthand,  as  requested  by  the 
departments.  Thirty  of  these  requests  were  dropped  after  the  resignations 
of  incumbents,  or  transfers  to  other  positions,  generally  at  a  higher  level. 
Some  were  returned  to  the  departments  for  additional  information  or  comments 
and  were  not  returned  to  this  office.  No  action  was  taken  on  other  requests 
after  explanations  were  given  to  the  departments  that  there  was  little  basis 
for  re-classification. 

One  hundred  fifty  eight  such  requests  for  re-classification  were 
reviewed  by  this  office  with  recommendations  to  Civil  Service  that  they  be 
granted.  Nineteen  of  the  requested  re-classifications  (approximately  10$) 
were  reviewed  in  this  office  with  recommendations  made  that  they  not  be 
approved.  One  such  recommendation  has  been  appealed  to  the  Director  of  the 
Civil  Service  System  and  is  under  consideration  now. 

Desk  Audits; 

In  the  study  of  many  of  the  positions,  it  was  necessary  to  visit  the 
employee  at  the  point  of  performance,  to  observe  and  note  such  performance, 
and  to  weigh  this  information  along  with  the  written  material  previously 
submitted.  Between  July  1957  and  June  1958,  5l  such  desk  audits  were  conducted. 

Committee  Action: 

The  above  figure  does  not  include  desk  audits  conducted  by  an  Academic 
Committee  approved  by  Director  DLckason  to  assist  in  the  study  of  technical 
laboratory  and  electronic  positions.  The  work  of  this  Committee  has  been 
extremely  helpful  in  evaluating  the  technical  work  performed  by  employees 
requesting  reclassifications  in  certain  areas  of  work.  These  men  have  been 
gracious  with  their  time,  and  objective  in  their  analysis.  In  1957-58,  the 
assistance  of  this  Committee  was  requested  for  nine  position  audits.  Each 
member  made  an  independent  study  of  the  position  and  reported  his  findings 
and  recommendations-  to  Director  Dickason. 

Policy  Changes: 

Prior  to  February  1958,  the  Office  of  Nonacademic  Personnel  received  a 
request  for  a  reclassification,  evaluated  it,  performed  a  desk  audit  if 
necessary,  and  made  recommendations  to  the  Civil  Service  System  for  approval 
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or  non-approval.  Effective  in  February  1958*  this  office  was  granted  the 
responsibility  to  act  upon  such  requests  without  final  approval  from  the 
System.  This  has  allowed  much  more  freedom — as  well  as  more  responsibility 
for  any  action  taken,  -  and  has  brought  about  a  need  for  closer  liaison 
between  the  Placement  and  Classification  operations  in  our  own  office. 
Personnel,  in  these  two  areas  now  work  together  to  establish  and/or  justify 
any  classification  actions. 

Continuing  Classification  Study: 

With  the  release  by  Civil  Service  for  classification  action  to  be  taken 
by  the  operating  unit  has  come  a  program  to  study  positions  on  a 
classification-by-classification  basis.  In  this,  Civil  Service  has  requested 
the  operating  unit  to  collect  Analyses  of  luties  forms  for  certain 
classifications  to  be  studied  by  them.  They  will  report  their  findings  and 
recommendations  to  the  operating  unit  upon  the  completion  of  their  study  of 
the  classifications  involved.  This  program  is  relatively  young,  but  since 
March  1958,  almost  200  analyses  of  duties  forms  for  various  clerical  positions 
on  the  Urbana  campus  have  been  studied  and  forwarded  to  the  Civil  Service 
System  for  their  final  study.  This  program  should  provide  information 
concerning  various  classes  and  help  the  Personnel  Office  to  maintain  equitable 
classifications  on  the  campus. 

Robert  G.  Summers 
Personnel  Assistant  III 
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LENGTH  OF  SERVICE  OF  PRESENT  STAFF 
1957  -  19£8 


Age  Groups 
6-10 


Urbana 


11  -  20 
K\\\\l    Over  20 


*% 


Professional 


University  Total 


£% 


Undergraduate 

Staff  Stability-Length  of  Service  and  Turnover 


D.S.C.C. 


It  is  obvious  from  an  examination  of  the  attached  chart  that  length 
of  service  of  the  present  staff  is  materially  better  than  the  average  for 
the  past  ten  years.  This  is  especially  interesting  when  it  is  realized 
that  during  this  same  period  many  new  people  have  come  to  the  University 
in  connection  with  staff  growth  and  additions  and  that  these  people, 
individually,  have  had  little  chance  to  accumulate  length  of  service  in 
the  same  terms  as  has  been  possible  for  those  hired  in  earlier  years. 
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AVERAGE  MONTHLY  TURNOVER 


Division 

1951-52 
% 

1952-53 
% 

1953-5U 
% 

195U-55 
% 

1955-56 
% 

1956-57 
% 

1957-58 
% 

Urb  an  a-Ch  amp  ai  gn 

2.9 

3.0 

2.7 

1.3 

2.U 

2.5 

2.5 

Chicago  Professional 

3.8 

U.O 

3.7 

3.5 

U.3 

3.7 

3.1 

Chicago  Undergraduate 

3.0 

3.5 

3.0 

2.7 

2.8 

2.5 

1.6 

Division  of  Services 
for  Crippled  Children 

2.3 

2.0 

2.6 

1.3 

2.5 

2.6 

2.3 

UNIVERSITY  AVERAGE 

3.2 

3.1* 

3.1 

2.8 

2.8 

3.0 

2.2 

The  reduction  in  turnover  in  the  Chicago  Divisions  has  been  excellent 
during  the  past  two  years  and  there  is  further  evidence  of  improving 
operations  in  that  city.  Our  record  here  continues  to  be  remarkably  good, 
especially  when  we  take  into  account  the  continued  policy  to  employ  many 
student  wives  whose  tenure,  at  best,  is  limited.  Our  record  is  approximately 
30$  better  in  this  respect  than  that  in  surrounding  business  and  industrial 
establishments. 
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PERCENTAGE  OF  TOTAL  TERMINATIONS  AS  RELATED  TO  LENGTH  OF  SERVICE 


NUMBER  AND 

PERCENT 

1-6  Months 

6-12  Months 

1-5  Years 

Over  5  Years 

1956-57 

1957-58 

1956-57     1957-58 

1956-57 

1957-58 

1956-57 

1957-58 

Urbana 

183 
22.3% 

212 

30.1% 

238            158 
29.0%         22.5% 

313 

38.1% 

260 
37.1% 

87 
10.6% 

72 

10.3% 

Professional 

329 

39.3% 

25U 
1*2.2% 

153            121* 
18.3%        20.5% 

279 
33.3% 

166 
27.5% 

76 
9.1% 

59 
9.8% 

Undergraduate 

16 
2U.1% 

31 
U6.9% 

26               12 
39.2%         18 .U% 

15 

21.5% 

16 
2l*.5% 

10 
15.2% 

7 
10.2% 

UNIVERSITY  TOTAL 

528 
30.6% 

1*97 
36.3% 

1*17             29U 
21*. 2%         21.5% 

607 
35.2% 

1*1*2 
32.2% 

173 
10.0% 

138 
10.0% 

While  our  total  number  of  terminations  is  comparatively  low,  the 
length  of  service  of  those  leaving  us  is  comparatively  high.  This,  of 
course,  is  due  again  to  the  employment  of  hundreds  of  student  wives. 
This  employment,  however,  we  feel  is  thoroughly  justified  both  from 
the  standpoint  of  adding  to  the  student  aid  program  and  also  because 
these  young  women  generally  have  had  excellent  work  experience  and 
higher  educational  qualifications  than  those  which  would  be  available 
from  other  sources. 
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Urbana 


Professional 


4.9% 


University  Total 


j  Unsatisfactory- 
Job  Reasons 
Personal 

Undergraduate 


D.S.C.C. 


As  in  the  past,  "personal  reasons"  represent  a  large  proportion  of 
total  departures.  These  are  departures  over  which  we  have  no  control,  but 
which  are  effected  because  of  personal  or  family  reasons  with  no  specific 
relationships  to  the  employer.  While  the  percentage  for  unsatisfactory 
work  performance  went  up  somewhat  in  1957-58  over  the  past  year,  this 
reflected  a  somewhat  tougher  attitude  on  the  part  of  employing  departments 
and  was  related  to  an  easier  employment  market  during  at  least  part  of  this 
year.  On  the  other  hand,  "job  reasons"  have  reduced  materially  since  this 
category  includes  basically  those  who  leave  for  other  employment  for  various 
reasons.  There  seems  to  be  considerable  evidence  of  correlation  with  the 
higher  pay  scales  which  went  into  effect  on  July  1,  1957. 

Total  departures,  as  well  as  percentages,  are  significant  here  since 
percentages  for  each  category  relate  to  total  terminations  not  to  total 
staff.  Here,  again,  there  is  definite  correlation  with  the  much  reduced 
over-all  turnover  figure. 
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Urbana 


Professional 


Undergraduate 


D.S.C.C. 


University- 
Average 


:':' 
:•!•« 


r 
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Average 
191*6-1957 


Average 
1957-1958 


fc  ii  A 


•■•••3 
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10 


Average  Days  of  Disability 
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VISITING  NURSE  SERVICE 


Home  and  Hospital  Calls 


URBANA- 

CHICAGO 

CHICAGO 

YEAR 

CHAMPAIGN 

UNDERGRADUATE 

PROFESSIONAL 

TOTALS 

19U7-U8 

1,638 

5U 

U6l 

2,U96 

19U8-U9 

1,689 

138 

U07 

3,326 

19U9-50 

1,815 

252 

782 

2,8U9 

1950-51 

1,691 

295 

532 

2,518 

1951-52 

1,181 

177 

U02 

1,760 

1952-53 

1,271 

105 

366 

1,71*2 

1953-5U 

750 

121 

56U 

1,335 

195U-55 

336 

lUo 

U85 

96l 

1955-56 

1,272 

123 

561 

1,956 

1956-57 

1,226 

Ihl 

580 

1,953 

1957-58 

1,387 

12U 

155 

1,966 

In  addition  to  the  home  and  hospital  calls,  our  Nurses  do  much  general 
service  work  in  behalf  of  our  staff.  They  maintain  liaison  with  local 
hospitals  and  doctors,  contact  rehabilitation  and  counseling  organizations 
when  the  need  for  them  is  indicated,  work  closely  with  University  Health 
Service,  and  assist  our  Supervisor  of  Workmen's  Compensation.  Their  services 
are  definitely  for  the  welfare  of  the  staff  and  are  so  recognized.  In 
addition,  we  are  very  sure  that  these  same  services  do  much  to  keep  our 
requests  for  disability  leave  to  a  factual  level. 
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UNIVERSITY  RETIREMENT  SYSTEM  OF  ILLINOIS 
CLAIMS  AND  PAYMENTS  FOR  NONACADEMIC   EMPLOYEES 


Non academic 

Total 

Percent  0 

f  Payroll 

Benefits  Paid 

Total  Benefits 

Employees 

University 

New 

by  Retirement 

Total 

Paid  by 

Members  of 

of  Illinois 

Claims 

System  for 

Claims 

Retirement 

System 

Payroll 

Filed 

New  Claims 

Filed 

System 

19U-U2 

1U93 

$  6,3UU,86l 

.003 

.0001 

.003 

.0001 

19U2-U3 

1700 

8,000,UU2 

.008 

.0003 

.01 

.0006 

19U3-UU 

1959 

9,285,159 

.015 

.001 

.022 

.002 

19UU-U5 

1628 

8,109,186 

.016 

.001 

.035 

.003 

19U5-U6 

2196 

8,895,000 

.017 

.001 

.036 

.001; 

19U6-U7 

3U5U 

13,65l,U79 

.015 

.001 

.029 

.00U 

19U7-U8 

U066 

23,323,26U 

.01U 

.001 

.03U 

.00U 

19U8-U9 

hhlh 

25,1438,883 

.012 

.0008 

.033 

.00U 

1919-50 

U26U 

29,13U,839 

.013 

.0008 

.032 

.00U 

1950-51 

U272 

30,U70,6l9 

.013 

.001 

.036 

.005 

1951-52 

U387 

31,801,212 

.013 

.00090 

.038 

.005 

1952-53 

UU36 

35,969,80U 

.Olii 

.000961 

.oia 

.005 

1953-5U 

U578 

37,855,681 

.013 

.0009U 

.01 

.005 

195U-55 

U721 

39,303,520 

.012 

.001 

.olil 

.006 

1955-56 

U730 

U3, 756,102 

.013 

.001 

.01*2 

.006 

1956-57 

U906 

U2, 892,13a 

.OlU 

.001 

.OliO 

.006 

1957-58 

51U6 

U9,9U3,732 

.010 

.0007 

.037 

.005 

Because  Retirement  System  disability  benefits   are  paid  for  long-time 
disability,    there  is  normally  a  build  up  of  accumulation  over  the  years. 
The  reduction  in  new  claims  filed,  benefits  paid  for  new  claims,   and  total 
benefits  paid  is,    therefore,  most  gratifying.     It  obviously  indicates  that 
while  our  use  of  university  leave  is  subject  to   some  variation  based  on 
health  conditions  in  any  particular  year,   the  long  term  disabilities  have 
happily  been  reduced  in  total  and  in  cost. 
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WORKMEN'S  COMPENSATION 

The  settlement  of  Workmen's  Compensation  claims  growing  out  of 
occupational  disability  is  the  responsibility  of  the  Committee  on  Accident 
Compensation.  This  Committee  is  served  by  Mr.  Max  Pike,  Supervisor  of 
Accident  Compensation.  He  is  assigned  physically  and  organizationally  to 
the  Office  of  Nonacademic  Personnel  and  the  Director  is  a  member  of  the 
Committee.  Mr.  Pike  has  provided  a  brief  statement  outlining  the  work  of 
his  Committee  and  of  his  office.  The  tabulations  which  follow  indicate 
that  this  continues  to  be  a  big  responsibility,  but  that  the  total  cost  of 
these  services  for  the  past  year  have  been  considerably  reduced-this  in 
spite  of  the  fact  that  as  of  July  H  1957,  new  and  higher  rates  went  into 
effect  on  the  basis  of  legislative  action  in  the  preceding  session  at 
Springfield. 


The  University  of  Illinois  does  not  carry  Workmen's  Compensation 
Insurance  but  rather  operates  as  a  self  insurer,  administering  through  a 
Committee  on  Accident  Compensatioh,  as  authorized  by  the  Board  of  Trustees. 
All  on-the-job  accidents  involving  academic,  nonacademic  and  student 
employees  must  be  reported  in  the  manner  prescribed  by  the  Committee  and  all 
decisions  of  the  Committee  are  made  in  accordance  with  existing  University 
Policies  and  the  Illinois  Workmen's  Compensation  Act, 

From  the  required  reports,  the  Supervisor  of  Accident  Compensation 
consolidates  and  designates  each  case  as  nonaction  or  action  and  prepares  a 
case  draft  on  each  action  case  for  the  members  of  the  Committees.  As 
Secretary  to  the  Committees  he  records  the  minutes  of  each  meeting.  From 
the  Committee  decisions,  appropriate  action  in  each  case  is  taken  by  the 
Supervisor,  which  consists  of  preparing  all  letters,  processing  all  vouchers, 
obtaining  any  additional  information  requested,  and  taking  any  other  action 
designated.  All  records  of  the  Committees  are  maintained  in  the  Supervisor's 
office  located  in  the  Office  of  Nonacademic  Personnel,  809  South  Wright 
Street,  Champaign. 

The  Supervisor  of  Accident  Compensation  is  required  to  visit  and  take 
statements  from  witnesses,  supervisors  and  the  injured  employees,  as 
designated  by  the  Committee  and  other  statements  deemed  necessary.  Upon 
proper  request,  the  Supervisor  answers  questions  concerning  the  status  of  a 
given  case.  Until  a  case  is  finaled,  close  supervision  is  maintained  in 
keeping  each  case  up  to  date  with  current  Medical  information  indicating 
progress  or  status  of  each  case,  necessitating  requests  for  current  Medical 
reports  and  bills  from  Health  Service,  physicians,  surgeons,  hospitals,  and 
obtaining  legal  information  from  the  office  of  the  Legal  Counsel.  At  the 
time  each  case  is  closed  and  filed,  proper  card  index  identification  is  noted 
and  each  action  case  is  recorded  in  the  annual  report.  With  the  individual 
expenditures  itemized  and  totaled  at  the  end  of  each  fiscal  year,  the  annual 
report  of  the  University  of  Illinois  Committee  on  Accident  Compensatioh  is 
prepared  by  the  Supervisor,  and  after  publication,  is  distributed  to  the 
Deans,  Directors  and  Heads  of  Academic  and  Administrative  Departments. 

At  the  request  of  a  Department,  the  Supervisor  visits  the  Department  and 
explains  the  main  points  of  the  University  Policy  and  the  applicable  State 
Laws,  in  connection  with  on-the-job  accidents.  With  the  local  Visiting  Nurse, 
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the  Supervisor  visits  the  injured  employees  at  home  offering  assistance  or 
answering  pertinent  questions  relative  to  Accident  Compensation  or  pertaining 
to  the  problems  concerning  the  injured  employee's  job.     The  Visiting  Nurse  in 
Chicago   acts  as  a  liaison  between  Navy  Pier  and  the  Chicago  Professional 
College  and  the  Champaign  office  in  all  phases  of  Accident  Compensation  which 
require  frequent  communication,   as  well   as  periodic  visits  to  Chicago  by  the 
Supervisor. 

Whenever  necessary  other  areas  of  the  State  such  as  the  Division  of 
Services  for  Crippled  Children  and  the   Dixon  Springs  Experimental  Station 
are  visited.     Also  the  Supervisor  of  Accident  Compensation  is  required  to 
do   all  the  investigation  necessary  in  the  case  of  a  possible  Public  Liability 
Claim. 

Max  N.  Pike 

Supervisor  of  Accident  Compensation 


OCCUPATIONAL   DISABILITY 
(on-the-job  accident) 


Number 

Total 

of  Cases 

Medical 

Workmen's 

University 

Involving 

Working 

&  Hospital 

Compensation 

Benefits 

University 

Year 

Claims 

Days  Lost 

Expense  Paid 

Paid 

Paid 

Cost 

191*6-1*7 

231 

1,31*6 

$  l*,990 

$  5,333 

$  5,376 

$11*,  707 

191*7-1*8 

197 

1,386 

5,293 

2,763 

1*,1*31 

13,398 

191*8-1*9 

21*6 

1,361* 

5,620 

6,01*2 

7,661* 

19,326 

19U9-50 

219 

1,623 

12,383 

5,929 

8,202 

26,515 

1950-51 

239 

969 

6,129 

5,016 

6,061 

17,208 

1951-52 

219 

1,938 

11,177 

11,839 

10,970 

33,988 

1952-53 

180 

1,351* 

9,999 

11,156 

8,217 

29,373 

1953-5U 

213 

1,81*2 

12,381 

25,963 

10,981 

1*9,325 

1951-55 

239 

1,597 

7,627 

28,913 

9,U57 

1*0,829 

1955-56 

311* 

1,1*19 

13,1*1*9 

1*3,061* 

11,987 

55,682 

1956-57 

286 

1,506 

9,759 

1*9,261 

6,531 

57,167 

1957-58 

2U5 

1,019 

11,91*5 

36,809 

9,3U5 

1*8,1*99 

Per  Cent 

of  Cost 

Annual 

University 

to  Total  Payroll 

Year 

Payroll 

Cost 

% 

191*6-1*7 

$17,311,112 

$ll*,707 

.00085 

191*7-1*8 

23,323, 261* 

13,398 

.00057 

191*8-1*9 

25,1*38,883 

19,327 

.00076 

1919-50 

29,13U,839 

26,516 

.00091 

1950-51 

30,U70,619 

17,208 

.00055 

1951-52 

31,801,212 

33,989 

.01107 

1952-53 

35,969,80U 

29,373 

.00082 

1953-51* 

37,855,681 

1*9,691* 

.00131 

1951-55 

39,303,520 

38,1*00 

.00097 

1955-56 

1*3, 756,102 

55,667 

.00127 

1956-57 

U2, 892, 131 

57,167 

.00133 

1957-58 

1*9,91*3,732 

1*8,1*99 

.00097 
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SAFETY 

Funds  were  provided  in  1957  to  establish  the  first  operating  Safety 
Program  at  the  University.  Mr.  John  Morris  was  employed  as  Safety  Coordinator. 
His  first  year  has  been  very  productive.  The  brief  report  which  follows  will 
give  the  highlights  of  the  program  up  to  this  point. 

The  office  of  the  Safety  Coordinator  was  established  July  1,  1957  to 
supervise  the  control  of  losses  from  work  injuries  and  other  casualties  at 
all  locations  of  the  University.  Under  the  administrative  direction  of  the 
Director  of  Nonacademic  Personnel,  the  Coordinator  is  active  in  the  develop- 
ment of  safety  and  fire  prevention  programs.  He  is  Secretary  of  the  Safety 
and  Fire  Prevention  Committee  and  is  active  also  on  the  Accident  Compensation 
Committees, 

A  principal  area  of  consideration  for  the  Safety  Coordinator  is  that  of 
the  control  of  disabling  work  injuries.  These  are  injuries  which  keep  the 
worker  off  the  job  one  or  more  days  beyond  the  date  of  injury  and  account  for 
most  of  the  money  cost  of  on  the  job  accidents.  A  comparison  of  the  two  years 
of  the  biennium  follows: 

Fiscal  Year  Ended     Fiscal  Year  Ended 
June  30,  1957         June  30,  1958 

---Disabling  Injuries  101  95 

wTotal  Direct  Costs  23,932.50  31,653.21* 

Average  Cost  236.96  333.00 

Death  None  None 

Permanent  Total  Disability  None  None 

Permanent  Partial  Disability  llj.  10 

-«-  Disabling  in  contrast  to  total  injuries  (as  shown  on  the  preceding  chart). 
*#  Tentative,  subject  to  revision  when  all  open  claims  are  settled. 

The  costs  shown  include  University  disability  benefits,  workmen's 
compensation  payments,  medical  expenses,  permanent  partial  disability  awards 
and  other  expenses. 

The  same  two  years  of  experience  are  shown  again  below  according  to 
broad  occupational  groups  and  in  the  order  of  severity  of  average  cost  of 
injury  for  the  two  year  period.  Painters  have  been  set  aside  from  the  rest 
of  the  mechanical  trades  group  to  show  an  unusual  two  year  run  of  severe 
losses.  There  were  nine  disabling  injuries  to  painters  in  the  two  year  period 
with  average  direct  costs  of  $593.17.  This  figure  was  closely  approached  by 
that  of  field  workers  in  agriculture  who  had  a  two  year  total  of  twenty-eight 
disabling  injuries  and  an  average  direct  cost  per  injury  of  $587.27.  Figures 
are  tentative  subject  to  revision  upward  when  several  open  claims  are  settled. 
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DISABLING  INJURY  LOSSES  BY  OCCUPATIONAL  GROUPS 


(5) 

Fiscal  Year  Ending 
6/30/57 

(U) 

Fiscal  Year  Ending 
6/30/58 

Painters 

$  2,880.35 

$  2,U58.25 

Field  Workers 
Agriculture,   etc. 

(15) 

6,UUU.U6 

(13) 

9,999.35 

Instruction   (all  ranks) 

(5) 

2,230.70 

(6) 

2,995.12 

Laboratory 

(7) 

1,113.35 

(5) 

3,155.09 

Mech.   Trades 
(excluding  Painters) 

(12) 

k, 735. 26 

(20) 

5,732.55 

Labor 

(7) 

1,310.57 

(W 

1,572.71 

Nursing 

(k) 

806.68 

(3) 

150.23 

Janitors 

(21) 

3,311.U3 

(1U) 

1,390.80 

Truck  Drivers 

(U) 

25U.U5 

(-) 

- 

Food  Service 

(15) 

772.35 

(13) 

1,053.92 

Miscellaneous 

(6) 

U2.90 

(13) 

3,lUii.22 

TOTALS 

(101) 

$23,932.50 

(95) 

$31,652.2U 

Most  of  the  severe  injuries  were  related  to  (l)  work  near  unguarded 
machinery;  (2)  work  on  scaffolding  and  ladders;  (3)  falls  on  floors  and  steps; 
(k)  work  with  farm  animals;  (5)  handling  materials,  especially  lifting.  It  is 
the  work  of  the  Safety  Coordinator  to  help  eliminate  unsafe  work  practices  and 
substandard  equipment,  either  or  both  of  which  are  present  in  most  work  injury 
situations. 

The  increase  in  total  cost  from  the  1957  to  1958  figure  is  not  considered 
to  be  too  significant,   since  a  single  injury  in  the  College  of  Agriculture  ran 
over  $8,000  in  direct  costs  to  account  for  26%  of  all  losses  from  disabling 
injuries  for  the  year  closed  June  30,  1958.     Improvements  in  the  1957-58  year 
were  the  decline  in  number  of  disabling  injuries   and  in  the  number  of  permanent 
disability  claims. 

The  Safety  Coordinator's  staff  consists  of  a  Secretary  and  an  Inspector 
qualified  in  boiler  and  pressure  vessel  inspection  and  other  technical  skills. 
The  work  of  the  office  includes  such  activities   as  these: 


Study  of  work  operations,  particularly  those  which  have  been  associated 
with  injury,  for  evidence  of  defective  equipment  or  improper  methods  of 
work. 
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Participation  in  safety  committee  meetings  in  academic  departments, 
and  in  meetings  of  nonacademic  foremen. 

Review  of  plans  for  safety  considerations  in  construction  and 
remodeling,  on  request  of  the  University  architect  and  others. 

Cooperation  with  the  Purchasing  Department  regarding  purchase  of 
protective  equipment,  protective  clothing  and  in  safety  specifications 
for  purchasing. 

Special  studies  on  behalf  of  the  Safety  and  Fire  Prevention  Committee, 
such  as  fire  safety  in  housing,  student  automobile  operation,  fire 
drill  policy  and  others. 

Investigations  and  surveys  in  connection  with  special  public  events, 
cooperating  with  other  departments. 

Inspection  of  boilers,  pressure  vessels,  shop  machinery  and  other 
recognized  areas  of  potential  hazard. 

Surveys  of  all  University  buildings  for  mechanical  and  fire  hazards. 

Surveys  of  hazard  of  air  contamination  with  mercury  vapor. 

Surveys  of  floor  and  stairway  walking  surfaces  using  a  slip  testing 
instrument . 

John  Morris 
Safety  Coordinator 
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COMPARISON  OF  ANNUAL  SALARY  RATES  BY  CAMPUSES 
19U8-19U9  THROUGH  1957-1958 
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Overtime  Pay 


The  University  has  traditionally  paid  in  cash  for  all  overtime  beyond 
the  standard  work  days  and  work  weeks.     The  following  tabulation  shows 
the  amount  and  percentage  of  this  overtime  exclusive  of  Physical  Plant 
hourly  employees  who  are  not  included  in  this  listing. 


Total  Overtime  Paid 


1955-56  $90,U58.73 

-::-  Less  C.S.L.  Ul,26U.Q9 

Net  difference  $h9919k*6k 

1956-57  $87,723.03 

*  Less  C.S.L.  U2,677.29 

Net  difference  $U5,OU5.7i4 

1957-58  $93,022  .Oil 

-x-  Less  C.S.L.  31,099.62 

$6l,922J42 


ft  Control  Systems  Laboratory  works  regular  overtime   and  represents  a  high 
percentage  of  total  overtime  costs. 


Class  Registration  Announcement 
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The  Voice  Of  The  Greater  Mattoon  Area 

Editorial  Opinion 
The  Daily 

Journal  -  Gazette 

AND  OOMMERC1A1  STAR 
Consolidated  1919 


Pluck  and  Progress 


A  plucky  Mattoon  girl.  Carolyn  Bostic,  has  received  her  de- 
gree from  University  of  Illinois  the  hard  way. 

She  has  completed  the  scholastic  requirements  for  graduation, 
while  she  was  a  permanent  employe  of  the  university,  working 
as  a  clerk  and  typist.  Her  bachelor  of  science  degree  is  in  speech 
teaching. 

It's  safe  to  say  that  Miss  Bostic  hasn't  had  many  idle  mo- 
ments during  the  time  she  worked  and  studied  for  her  degree. 

But  because  she  has  had  to  take  advantage  of  limited  time  for 
study,  she  has  undoubtedly  learned  work  habits  that  will  stand 
her  in  good  stead  when  she  begins  teaching  or  following  some 
other  work. 

The  capacity  for  turning  out  work  is  acquired ;  it  is  a  matter 
of  discipline  and  application,  plus  intelligence,  and  the  person  who 
learns  to  work  hard  gets  pleasure  and  satisfaction  from  this  appli- 
cation of  energy  and  from  the  knowledge  that  he  is  his  own 
master. 

When  we  see  teenagers  dawdle  at  their  school  work,  fid- 
dling with  radio  or  television  or  working  on  their  fingernails, 
we  are  tempted  to  tell  them  that  there  is  nothing  wrong  with 
loafing  or  with  studying,  but  that  they  should  never  try  to  do 
both  at  the  same  time. 

Unless  we  miss  our  guess,  Miss  Bostic  has  learned  to  do 
one  thing  at  a  time:  The  thing  that  has  to  be  done. 
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EDUCATIONAL  PROGRAMS 


The  University  has  long  made  use  of  its  own  facilities  to  provide 
educational  bettermsnt  for  members  of  its  staff.  These  facilities  have 
been  used  very  extensively  during  the  past  year  as  will  be  shown  by  the  reports 
which  follow.   The  assignment  to  the  Division  of  University  Extension  of  a 
fund  to  be  used  specifically  for  their  services  in  providing  evening  courses 
for  staff  use  has  been  most  helpful  in  enabling  us  to  plan  ahead  with  some 
knowledge  of  what  funds  are  available  for  this  purpose. 

Orientation 

Learning  about  the  place  of  the  new  employee  in  the  University's  vast 
organization  and  knowledge  of  its  many  programs  and  activities  is  considered 
an  important  step  in  becoming  a  member  of  the  University  family.  To  accomplish 
this  a  two  hour  orientation  session  is  conducted  at  frequent  intervals  through- 
out the  year  by  a  representative  of  the  Personnel  Office.  Beside  a  brief  history 
of  the  University,  explanation  is  made  of  the  University  personnel  policies  and 
procedures,  University  Civil  Service  and  the  benefits  of  the  Retirement  System. 

This  program  is  presently  in  use  at  Urbana,  the  Chicago  Undergraduate 
Division  and  the  Crippled  Children's  Division.  At  the  Undergraduate  and 
Crippled  Childrens  Division  every  new  employee  received  this  training  session. 
At  Urbana,  7U0  out  of  867  new  employees  attended  this  session  during  the  past 
year.   The  Chicago  Professional  staff  load  has  made  it  impossible  up  to  the 
present  to  get  this  program  underway.  It  is  hoped  that  it  may  be  inaugurated 
there  during  the  coming  year. 

Nonacademic  Enrollments  in  Regular  University  Classes 

N on academic  employee  enrollments  in  Academic  courses  increased  from  U58 
to  563  in  1957-58.  This  represents  an  increase  of  105  participants  over  the 
1956-57  school  year.  The  Urbana  campus  accounted  for  523  of  these  enrollees — 
the  largest  number  in  the  history  of  the  program  to  receive  permission  to 
register  for  Academic  work. 

Completions: 

Those  completing  their  courses  are  maintaining  a  creditable  Grade  Point 
Average.  Although  complete  figures  for  the  year  are  not  available  at  this 
time,  the  Grade  Point  Average  in  Urbana  was  around  U.O,  substantially  the  same 
as  last  year. 

This  year  12  employees  received  degrees  from  the  University  in  June. 
Of  these,  seven  had  participated  in  the  program  for  the  majority  of  their  work 
career  at  the  University.   Degrees  granted  Nonacademic  appointees  included  one 
Ph.D,  four  Masters,  and  seven  Bachelors. 

Publicity: 

In  an  attempt  to  further  increase  employee  participation  in  this  program, 
considerable  publicity  was  obtained  for  those  receiving  degrees  in  June.  This 
was  handled  with  the  cooperation  of  the  Office  of  Public  Information  on  the 
Urbana  campus. 
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Publicity  was  given  this  program  by  both  local  papers  in  Champaign- 
Urbana.     Additional  stories  and  pictures  were  carried  in  the  home  town 
newspapers  of  the  graduates.     The  official  publication  of  the  University 
Civil  Service  System,   Campus  Pathways,  will  carry  a  story  about  the  program 
and  pictures  of  this  year's  graduates  in  the  July,  1958 ,   issue. 

Procedure  Changes ; 

Two  minor  changes  in  the  program  have  taken  place  this  year. 

The  Urbana  office  has  been  requested  by  the  Graduate  College  to  provide 
a  list  of  employees  enrolled  in  that  College.     This  will  necessitate   a  slight 
revision  in  the  bulletin  which  goes  to   employees  prior  to   registration.     They 
will  now  indicate  whether  or  not  they  are  enrolled  in  the  Graduate  College. 

Certain  Non academic  positions  involve  lay-offs  during  the  summer  period 
when   the  student  load  is  reduced.      There  is  a   definite  commitment  on  the  part 
of  the   employing  department  to  re-employ  in  the  fall.      Some  employees  in  these 
areas  have  requested  permission  to  enroll  in  courses  during  a  lay-off  period. 
Such  enrollment  would  allow  persons  to  take  some  college  work  who  might  other- 
wise be  unable  to  do  so  because  of  their  regular  work  schedule,   and  Director 
Dickason  approved  granting  permission  to  such  individuals  upon  proper  request. 

Comments: 

More  employees  are  taking  advantage  of  the  program  than  ever  before. 
The  breadth  of  classifications  represented  by  Nonacademic  enrollees  is  also 
increasing.  While  the  bulk  of  those  enrolled  is  in  professional  and  clerical 
classifications,  there  have  been  increases  in  enrollments  from  the  stores, 
custodial  and  laboratory  personnel.  Most  of  those  enrolled  are  taking  courses 
upon  their  own  initiative;  only  about  10-12$  of  the  requests  have  been  made 
by  the  department.  There  have  been  no  major  problem  areas  or  abuses  of  the 
regulations  and  generally,  the  program  has  run  quite  smoothly  this  year. 

Sxtra  Mural  Evening  Classes 

The  following  is  a  summary  of  activity  for  Nonacademic  Extra  Mural 
classes  1957-58. 

Enrollment  and  completion  of  Nonacademic  Extra  Mural  courses. 

Urbana:  Enrolled      Completion 

Beginning  Typing 
Shorthand  Refresher 
Blueprint  Reading 
Advanced  Typing 
Beginning  Shorthand 
Standard  First  Aid 


17 

9 

30 

9 

29 

26 

31 

19 

36 

lU 

31 

31 

Chicago : 


Beginning  Shorthand  (CUD)  '17  U 

Medical  Terminology  39  15 

Beginning  Shorthand  19  5 

Laboratory  Photography  19  17 

Standard  First  Aid  (CPC-CUD)  17  15 
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Financial  Summary: 

An  Approval  of  $U,h20  was  given   in   a  letter  from  Provost  Larsen  under 
the  date  of  June  19,  1957. 

To  April  1,  1958,   $3,03U  had  been  expended.     While  there  is  a  balance 
of  $1,386,   it  should  be  noted  that  First  Aid  Courses   (3  in  number)   were 
obtained  at  no  cost  through  the  American  Red  Cross.     The  original  proposal 
had  included  an  estimate  of  $600  for  these  classes. 

This  amount  of  recurring  allocation  which  has  been  renewed  will  be 
sufficient  to  provide  an   effective  Staff  Extra  Mural  program  for  1958-19. 

Policy  Change  and  Recommendation: 

In  the  past,  non-University  people  have  been  admitted  to  all  Staff  Extra 
Mural  courses  on  payment  of  the  required  fee.     This  was  true  in  Chicago  as 
well  as  Urbana.     Dean  Brown  has  directed  that,   effective  immediately,    such 
outside   enrollments  in  typing,   shorthand  and  similar  vocational-type  courses 
should  not  be  permitted  in  order  to  avoid  possible  criticism  from  State  and 
University  officials. 

Drop-outs  in  Typing  and  Shorthand  Courses: 

Unfortunately  the  problems  of  transportation   and  limitations   of  facilities 
(typewriters)   combine  to  limit  enrollment  and  apparently  discourage  regular 
attendance  in  clerical   skill  courses  in  Chicago. 

Champaign-Urban a  experienced  a  similar  disc our agenent  in  the  percentage 
of  enroll ees  completing  courses  in  typing  and  shorthand.     A  study  undertaken 
to   determine  the  reasons  for  this   showed  two  reasons.     First,  many  had  a 
wrong  impression  relative  to' the  level  of  the  course  in  which  they  were 
enrolling.     That  is,  they  wanted  a  beginning  course  but  that  offered  was  of 
a  more  advanced  type.     It  is  planned,  that  applicants  be  screened  more  carefully 
to   determine   the  level  of  the  course  to  which  they  will  be  admitted.     Our  own 
testing  facilities  might  be  used  to   determine  gross  and  net  typing  speeds. 
Perhaps  something  could  be  worked  out  with  Civil  Service  office  to  determine 
shorthand  skills. 

The   second  reason  was  a  lack  of  sufficient  motivation  to  overcome  the 
stated  reasons  for  not  completing  the  course  -  too  far  to  walk,   inclement 
weather,  interference  of  other  activities,   etc.     It  is  planned  that  the 
courses  hereafter  will  be  arranged  during  working  hours  with  admission  on 
the  basis  of  actual  need  as  related  to  job  assignment  or  promotional  merit, 
acceptance,   of  course,  to  rest  on  the  final  recommendation  and  approval  of 
the  aopropriate  Department  Head.     Participation  in  the  course  during  working 
hours,   and  awareness  of  the  department  head's  knowledge  of  this  participation, 
should  provide  sufficient  motivation. 
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Other  Vocational  Courses: 

Experience  seems  to  justify  an  increase  in  the  specialized  or 
technical  courses  offered,  such  as  the  Medical  Terminology,  Laboratory 
Photography,  and  Blueprint  Reading.  In  the  event  such  classes  were  not 
filled  with  Nonacademic  employees,  Dean  Brown  will  permit  others  to  enroll 
on  a  fee  basis,  with  such  fees  going  to  general  University  funds. 

Avocational  Courses: 

In  Urbana  past  requests  signify  an  interest  in  avocational  courses  which 
have  not  been  offered  under  this  program  since  1955  •  While  courses  of  this 
kind  have  been  discussed,  it  was  agreed  earlier  to  limit  the  program  to 
courses  of  a  vocational  value  only.  It  would  seem  that  it  might  be  appropriate 
to  make  a  limited  offering  in  this  area. 

Robert  G.  Summers 
Personnel  Assistant  III 
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EMPLOYEE  ORGANIZATIONS 

Employee  Councils  and  Committees 

There  is  an   employees'    council  or  committee  on  each  campus  of  the 
University  and  in  the  Springfield  Office  of  the  Division  of  Services  for 
Crippled  Children.     These  Councils  work  closely  with  the  Director  of 
N on academic  Personnel  in   dealing  with  employer-employee  policy  matters  and 
in  planning  the  social  and  recreational  programs  on  the  various  campuses. 
The  Councils  are  represented  on  several  of  the  permanent  University  Committees 
having  to  do  with  the  interests  of  the  staff.     Through  the  continuous  interest 
and  endeavor  of  the  Council  material  contributions  are  made  to  the  growth   and 
development  of  the  University's  personnel  program. 

The  reports  of  the  Crippled  Childrens'    and  Undergraduate  Divisions  include 
reference  to  the  Council  activities  at  those  points.     The  Chicago  Professional 
and  Urbana  Councils  have  the  use  of  funds   accrued  through  a  share  of  income 
from  vending  machines  on  their  respective  campuses.     In  Chicago,   contributions 
were  made  by  the  central  committee  to   departmental  Christmas  parties,    to  the 
dinner  held  for  the  recognition  of  staff  and  faculty  with  twenty-five  or  more 
years  of  service,   for  flowers  in  cases  of  illness  and  death,   for  small 
contributions  to  people  who  retired,  and  the  like.     Minutes  are  published  of 
all  meetings  and  are   distributed  to  every  staff  member  on  the  campus. 

In  Urbana,    an  annual   scholarship  is  provided  by  the  Employees  Council  to 
be  awarded  to  the  son  or  daughter  of  a  nonacademic  staff  member  presently 
employed;   funds  were  provided  for  approximately  85  groups  for  office  parties; 
picnics,    and  dinners;   the  annual  Jamboree-Carnival  as  reported  below  was 
sponsored  and  paid  for  entirely  from  Council  funds;   $50  was  given  to  the 
Champaign  County  United  Fund;   and  a  sizeable  contribution  was  given  to  support 
the  inauguration  of  the  Twenty-Five  Year  Service  Recognition  program. 

Support  was  given  to  the  Men's  Bowling  League  of  16  teams   and  the  Women's 
League  of  8  teams . 

Employee  Council  Jamboree-Cgrnival 

The  Nonacademic  Jamboree-Carnival  is  the  social  highlight  of  the  year  for 
nonacademic  employees   at  Urbana,   and  is  under  the   effective  leadership  of  the 
Employee  Council.     The  entire  Union  Building  is   turned  over  to  the  Council  for 
one   evening  where   a  well  planned  program  of  dancing,   movies,   games,   hobby 
displayed,  and  other  activities  takes  place.     This  year's  affair,  held  on 
January  25,  1958,  was  particularly  well  planned  and  was   attended  by  a  large 
crowd  of  staff  members  and  their  families. 

Credit  Union 

The  Credit  Union  serves   all  academic,  nonacademic   and  administrative 
employees  of  the  University  by  providing  a  practicable  financial  service  on  all 
three  campuses.     The   staff  of  the  Personnel  Office  in  counseling  employees  on 
matters  related  to  personal   financial  problems  frequently  refer  employees  to 
the  Credit  Union. 

Civil  Service  Employees  Council 

This  Council  is   a  Statewide   organization  with  representation  from  all 
members  of  the  University  Civil  Service  System.      Representatives  of  the 
University  of  Illinois  took  an  active  part  in  the  work  of  the  Council  and 
have  maintained  contact  with  local  employees  and  organizations  in  matters 
which  were  of  general   or  specific  interest. 
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SERVICE  RECOGNITION  PROGRAMS 


The  first  Twenty-Five  Year  Length  of  Service  program  was  held  in 
December  1957.  30U  Twenty-Five  Year  gold  pins  were  awarded  to  employees  on 
the  three  campuses,  as  follows:  Urbana-Champaign,  168;  Chicago  Professional 
Colleges,  13 U;  Chicago  Undergraduate  Division,  2.  In  addition  to  the  pins 
and  certificates  awarded  these  employees,  an  additiona  138  certificates  were 
awarded  at  the  Chicago  Undergraduate  Division  to  staff  members  who  had  completed 
ten  or  more  years  of  service,  and  one  certificate  was  awarded  at  the  Division 
of  Services  for  Crippled  Children  for  twenty  years  of  service.  It  should  be 
noted  that  on  both  Chicago  campuses  academic  staff  members  were  included  in 
the  program. 

In  Urbana,  presentations  were  made  by  the  President  in  connection  with  a 
Reception  in  the  Illini  Union.  At  Chicago  Professional  campus  a  Dinner  was 
held  under  the  sponsorship  of  Vice  President  Longenecker,  and  presentation 
was  made  by  Vice  President  and  Provost  Ray.  At  the  Undergraduate  Division 
presentations  were  made  at  the  time  of  the  all-staff  Christmas  Party  with  . 
Dean  Caveny  and  Director  Dickason  taking  part. 

Funds  were  provided  from  several  sources  -  non-recurring  appropriation  of 
University  funds,  funds  in  the  budgets  of  the  Vice  President  at  the  Professional 
Colleges  and  of  the  Executive  Dean  of  the  Undergraduate  Division,  and  by 
contributions  from  the  Chicago  Central  Committee  and  the  Urbana  Employees 
Council. 

Retired  Employees; 

Within  the  past  year  U6  employees  retired  from  the  University  with  a 
combined  total  of  1,0U0  years  of  service.  A  retirement  ceremony  was  held  at 
Urbana  in  December  honoring  these  employees  at  which  time  they  were  presented 
leather  bound  service  awards  and  permanent  identification  cards  which  permit 
them  to  continue  using  the  social  and  recreational  facilities  of  the  University. 
At  the  other  University  divisions,  retired  employees  were  given  individual 
recognition  at  varying  times  during  the  year  on  a  cooperative  basis  by  the 
employing  department  and  the  Personnel  Office. 

SOCIAL  AND  RECREATIONAL  ACTIVITIES 

Use  of  University  Facilities: 

The  privilege  of  using  the  many  social  and  recreational  facilities  of 
the  University  is  extended  to  all  members  of  the  staff  and  throughout  the 
year  many  employee  organizations  and  individuals  take  advantage  of  this 
opportunity  as  they  schedule  dances,  ice  skate,  swim  and  make  use  of  the 
Library.  When  requests  are  made  or  where  special  interests  exist  the 
Personnel  Office  will  organize  and  sponsor  group  activities. 
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ATTITUDE  SURVEY    AND  MORALE  STUDY 

Results  of  a  questionnaire   answered  by  departing  employees  -  Urbana: 

A  comparison  of  the   answers   to  these  questions  made  by  employees  who 
terminated  2  years  ago  witn  the   answers  to  the  same  questions  during  the 
current  year  is  encouraging,   as   an  indication  of  imoroved  morale.     Not   all 
answers   are  more  favorable  but   a  sufficient  majority   of  them  are  to  indicate 
real  Drogress.      Evaluation  of  the  importance  of  one's  own  job,    a  feeling  of 
fairness  with   reference  to  University  pay  programs;    a  reduction  in   the 
number  leaving  for  better  jobs   and  more  pay,    are  favorable.     The  group  on 
which   the   reports  have  slipped  has  to  do  generally  with   supervisory- 
relationships.     This   seems   to  point  up  the   desirability  of  our  reactivating 
a  program   of  supervisory  education  which  has  been  permitted  to  lapse   during 
the  past  year  because  of  other  pressures. 


1955-56 


1957-58 


1 .     \Vhat  is  your  reason  for  leaving? 


1% 

lBT 
~2~5T 


Mot  satisfied  with  conditions  at  the  University 

Better  job,  more  pay  elsewhere 

Leaving  community  for  other  than  job  reasons 

Personal  reasons  not  job  related 

Others 


1% 


HIT 


W 


2.  Did  you  find  your  work  interesting' 

9kt     Yes 
W  No 


3. 


In  your  opinion,  how  does  the  University  treat  its  employees  in 
comparison  with  other  places  where  you  have  worked? 

66/b  About  the  same 


10%  "  Others  were  better 


^WT   3est  of  all 


How  do  you  feel  that  your  pay  at  the  University  compared  with  your  pay 
at  other  places  where  your  work  was  about  the  same  as  to  importance  or 
difficulty? 

)\7%     About  the  same 
kC%     Lower  than  most 
13%  Higher  than  most 


How  important  did  you  feel  your  job  to  be  in  relationship  to  the  total 
University  program  of  teaching,  research  and  extension  service? 

12$  Not  important 
60%  Fairly  important 


2Q%     Very  important 


95°/ 
~5T 


"55ST 
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6.     How  was  the  job  you  were  doing  regarded: 
By  people  outside  the  University? 

16$     Important  32$ 

60$     Of  some  significance  ^9/° 

2U%     Not  important  9% 

By  other  employees? 

20$     Important  37$ 


71%     Of  some   significance 


9%     Not  important 


7.     What  kind  of  group  spirit  or  morale  was   there  in  your  department? 


%     Poor 

%~  Very  poor 


10.     When  difficult  problems  came  up  in  your  work,   or  when  things  went 
wrong }  how  free  did  you  feel  about  asking  questions? 


assigned? 
11$     Have  free  time  beyond  that  required  by  these  assigned  duties 


II4./0     Have  to  work  under  pressure  practically  all  the  time? 
12.     What   is  your  opinion  of  the  University's   general  working  conditions 
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TfW 


36$     Very  good  36$ 

JW  Good  ~35| 

T2tT  Fair  lb/° 


8.  Eo  you  feel  that  you  received  proper  training  and  instruction  from 

your  supervisor? 

83$     All  that  I  needed  -Z||_ 

W%    Not  as  much   as  I  would  have  liked  &) 

6%     Practically  no  instruction  — 2£- 

9.  Did  you  feel  that  you  would  get  credit  for  good  ideas  and  suggestions? 


6l$     I  would  be  sure  to  get  credit  y     °- 

TW  I  might  get  credit  J±2|_ 

2%     Never  got  credit  ZlL. 

0%     Nobody  paid  any  attention  to  the  ideas  riL 


77$     Completely  free 

18$     Reasonably  free  -IS 

h%     Supervisor  was  hard  to   approach 
"U~  Not  free  at  all 


78$ 
7% 
W 


11.  In  order  to  keep  up  with  your  work  in  your  recent  position,  did  you: 

75$  Have  a  reasonable  even  balanced  between  time  available  and  duties      _72%_ 


16$ 


CL         Wqitq      +  r\    i.t/-\  v>lv-     nn^OT>     -r-\r»e>o  oil  r»e:     r-vv»cir>  +  n/-»o~l"lTr     n~\~\       +V\  o     +-imo1)  J-^- 


69$     Good  ?6f 

~30j~  Fair  23/" 


b     iuoor 
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UNIVERSITY  DUPLICATING  SERVICES 


For  some  time,    the  responsibility  for  the  University  Duplicating  Services 
has  been  assigned  to  the  Office  of  Monacademic  Personnel.     Through  capable 
supervisors  in  charge,   these  services  provide  annually  over  thirteen  million 
pieces  of  processed  material,   ranging  all  the  way  from  single  sheets  to  sizeable 
bound  textbooks.     Figures  as  to  average  cost  per  piece  are  available  only  in 
Urbana  where  it  is  encouraging  to  note  a  sizeable  reduction  over  the  same  item 
two  years  before.     This  is  particularly  notable  when  we  realize  that  at  the 
same  time  we  are  operating  on  a  higher  pay  scale  than  for  those  two  former 
years.     Mrs.   Esther  Landin  in  Urbana,  Miss  Dolores  Frank  at  Chicago  Professional, 
Mr.   Samuel  Gresham  at  Crippled  Childrens  Division,    and  Mrs.   Bernice  Blackwood 
at  Chicago  Undergraduate   are  providing  excellent   services  through  their  efforts 
and  those  of  their  staffs. 


The  following  is  a  report  of  the  operations  of  the  Stenographic  Bureau 
for  the  year  1957-58.  Wherever  possible,  I  have  compared  these  operational 
figures  with  those  of  the  previous  year  or  two. 

1.  As  of  July  1,  1958 f   the  Stenographic  Bureau  has  written  up  31*2  more 
orders  than  as   of  the   same  date  last  year,    and  300  more  orders  than  as  of  the 
same  date  in  1956. 

2.  The  average  monthly  orders  in  1957-58  were  521.83;   in  1956-57,  U93.33; 
in  1955-56,  U96.83. 

3.  During  the  year  employees  produced  a  total  of  7,2l*2,6U3  items,    an 
increase  of  U8l,800  over  last  year,   and  an  increase  of  1,860,258  over  1955-56. 
Our  average  daily  production  in  1957-58  was  28,291  items,  representing  an 
increase  over  1956-57  of  1,67U  items  daily,   and  an  increase  over  1955-56  of 
7,l8U  items  daily. 

U.     Our  average  full-time  employee   equivalent  for  1957-58  was  12.399. 
This  represents   an  increase  over  1956-57  of   .921;.     The   average  production  of 
items  per  unit-producing  employee  was  581;, 130,  or  a  decrease  of  5,050  over 
1956-57. 

5.  The  average  cost  per  item  processed  was  .00899,  which  represents  a 
decrease  of    .00058  over  last  year,   and  a  decrease  of   .00083  over  1955-56. 

6.  We  served  381;  departmental  appropriations,    affiliated  groups  and  staff 
members  this  year.     This  represents   a  decrease  of  63  over  1956-57  and  an 
increase  of  13  over  1955-56. 

7.  During  1957-58  orders  were  processed  within  the  following  work-day 
schedules : 

7.7$  on  the  day  received  in  the  Bureau,   a  decrease  of  1.7%  over  last 
year; 

15.3%  on  the  following  work  day,   a  decrease  of  1.1$  over  last  year; 

22.1%  within  3  work  days   after  receipt,   a  decrease  of   ,9%  over  last 
year; 
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19.1$  within  5  work  days  after  receipt,   an  increase  of   .3%  over 
last  year; 

29*2>%  within  10  work  days  after  receipt,   an  increase  of  3«1$  over 
last  year; 

6.5%  within  11  work  days  or  longer,    an  increase  of   »6%  over  last 
year. 

Of  the  5*912  orders  studied  for  1957-58*   6l.6%  were  unassembled,   a 
decrease  of  2.1$  over  last  year;   33. h%  were  assembled,   a  decrease  of  2.1$ 
over  last  year. 

8.  Based  on  12  months  operations,  1957-58,  the  average  run  per  order 
was  1,156  sheets;   during  1956-57,  1,108  sheets;   during  1955-56,  902  sheets. 

9.  During  the  1957-58  period,  the  Bureau  added  7  employees  to  its  staff, 
and  during  the  same  year  lost  7  employees.     Of  those  leaving,  U  left  the 
community,   2  left  because  of  pregnancies,   and  one  left  to  take  care  of  a  sick 
member  of  her  family. 

During  1957-58,  we  have  continued  to  offer  our  services  for  typing, 
vari -typing,  transcription  of  tape  recordings,   duplicating  by  mimeograph, 
multilith  and  ditto  machines.     Our  volume  of  work  on  the  multilith  has  increased 
to  such  an  extent  that  we   are  planning  in  the  near  future  to  purchase  another 
such  machine. 

Esther  L an din 
Office  Supervisor 


5  -I 


COST  OF  PIECES  PRODUCED  TO  NUMBER  PRODUCED 
URBANA 


1950  THROUGH  1957 


n$    Tgi    7$    7£    7$    rp^r^-    Tjf 

Years 


0085     8 


008     ° 


0075 


.007 
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UNIVERSITY  DUPLICATING  SERVICES 


Total 

Total 

Number  of 

Number 

Number 

Units   and 

Average 

Division 

of  Orders 

of  Pieces 

Organizations 

Cost 

Year 

Processed 

Processed 

Using  Service 

Per  Piece 

Urb ana- 

1950-51 

3,532 

6,712,188 

3U2 

v.0079h 

Champaign 

1951-52 

5,95U 

6,030,1*21 

297 

.0081*3 

1952-53 

U,92h 

5,775,778 

333 

.00870 

1953-5U 

5,392 

5,797,039 

313 

.00851 

195U-55 

5,719 

5,623,181 

383 

.00796 

1955-56 

5,962 

5,382,335 

371 

.00982 

1956-57 

5,920 

6,760,8U3 

hhl 

.00957 

1957-58 

6,262 

7,21*2,61*3 

38U 

.00899 

Chicago 

1950-51 

3,381 

1,793,177 

15k 

Professional 

1951-52 

3,699 

2,331,9UO 

152 

„, 

1952-53 

U,002 

2,108,926 

160 

— 

1953-5U 

U,2h7 

2,239,510 

175 

_ 

195U-55 

U,o5o 

2,136,273 

— 

1955-56 

h,  818 

2,1*19,793 

277 

_ 

1956-57 

U,506 

2,873,836 

275 

_ 

1957-58 

5,681 

2,893,588 

286 

- 

Chicago 

1950-51 

2,9U3 

5,033,685 

63 

Undergraduate 

1951-52 

U,173 

2,198,826 

67 

_ 

1952-53 

3,580 

2,329, 2U5 

56 

_ 

1953-5U 

3,125 

1,152,820 

.  61 

_ 

195)4-55 

3,Uil 

3,083,159 

32 

_ 

1955-56 

3,392 

2,569,137 

36 

_ 

1956-57 

3,263 

2,525,379 

33.5 

_ 

1957-58 

2,69U 

2,710,015 

an 

- 

Division  of 

1950-51 

531 

1 

Services  for 

1951-52 

735 

177,150 

1 

_ 

Crippled 

1952-53 

629 

1*27,211 

1 

— 

Children 

1953-51 

280 

500,916 

2 

_ 

1951-55 

295 

507,350 

1 

_ 

1955-56 

387 

U33,230 

1 

_ 

1956-57 

U97 

537,670 

1 

_ 

1957-58 

h93 

772,922 

1 

- 

6k 


LABOR  RELATIONS 


Without  any  doubt,   the  most  difficult  job  in  our  entire  organization 
is  that  which  deals  with  organized  unions  and  the  labor  relations  growing 
out  of  the  University's  recognition  of  them.     On  its  several  campuses,   the 
University  deals  in  some  way  with  between  fifty  and  sixty  different  union 
organizations.     Our  general   relationships   are  good,   but  it  is   almost 
inevitable  that  at  any  given  time  problems  may  be  occurring  in  at  least  a 
small  minority  of  such  a  large  group.     The  University  is  fortunate  in  having 
had  for  some  years  the  services  of  Robert  Hartz,   Associate  Director  of 
Nonacademic  Personnel,  who  has  dealt  particularly  with  these  relationships 
in  Urbana.     We  have  added  within  the  past  year,  Mr.  George  Adams,   Personnel 
Officer  at  Chicago  Professional  Colleges,  who  has  been  assigned  to  similar 
responsibilities  at  that  Campus.     Reference  to  Chicago  matters  is  included 
in  the  general   statement  prepared  by  Mr.   George  McGregor,   Associate  Director 
for  the  Professional  Colleges,  which  appears  later  in  this  report.     Chicago 
Undergraduate  labor  matters  are  handled  by  the  Personnel  Officer  in  charge  of 
that  unit,  Mr.  Leonard  Harper,  whose  report  likewise  includes  reference 
matters.     Mr.  Hartz  has  provided  the  following  brief  statement  of  activities 
under  his  jurisdiction  in  Urbana. 


The  University  recognizes  the  principles  of  collective  bargaining  and  enters 
into  understandings  with  union  or  independent  groups  of  University  employees. 
These  understandings,   when  unions  are  involved,   generally  are  reached  with  an 
industrial  type  union,  but  for  some  special  classifications  the  craft  union  may 
be  the  authorized  representative. 

In  addition,  the  University  also  deals  with  a  number  of  craft  unions  in 
regard  to  working  conditions,  cash  wages  paid,  work  jurisdictions,   and  other 
related  working  conditions  to   determine  the  prevailing  practice  in  the  area. 

During  the  period  of  July  1,  1957  to  July  1,  1958   all  of  the  understandings 
were  reopened  for  consideration.     None  of  the  understandings  were  terminated 
but  all  opened  for  modification.     All  were  settled  with  the  exception  of  one 
segment   of  a  large  group  which  is   still   subject  to  fact  finding  in  an  effort 
to  determine  the  proper  level  of  wage  to  be  paid. 

The  State  of  Illinois  Mediation  and  Conciliation  Service  was  used  during 
the  past  year  to  aid  in  resolving  a  major  wage  issue  with  one  of  the  union 
groups.     One  wage  adjustment  was  based  on  arbitration, 

A  number  of  meetings  were  held  during  the  year  to  bring  about  understandings 
The  handling  of  grievances,    arbitration,   contract  interpretation  and 
administration,   jurisdictional  questions,  working  conditions  and  other  related 
problems  required  numerous  letters,  telephone  calls,   and  meetings.     The  period 
showed  a  decrease  in  number  of  work  jurisdictional  claims  on  the  part  of  craft 
unions.     The  number  of  written  grievances  decreased.      The  climate  of  the  wage 
negotiations  increased  in  heat  and  tempo  and  mediation   and  arbitration  resulted 
in  several  cases. 

Full  management  committee  participation  was  used  to  a  greater  extent 
during  the  past  year  than  it  had  been  for  the  prior  two  years. 
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Studies  were  conducted  during  the  year  in  regard  to  available  manpower 
to  meet  the  needs  of  the  increased  University  building  program.  These  studies 
provide  division  of  manpower  by  crafts  used  during  the  construction  of  new 
buildings  and  should  prove  helpful  in  the  future  to  make  more  valid  estimates 
and  projection  of  manpower  requirements.  Prevailing  rates  were  maintained  and 
were  open  to  inspection  at  all  times  by  interested  contractors  or  individuals. 
Notification  of  the  availability  of  rates  was  published  in  newspapers  of  general 
circulation  in  the  area.  The  rates  were  filed  with  the  Secretary  of  State. 
Wage  surveys  were  made  on  a  continuous  basis. 

Robert  E.  Hartz 
Associate  Director 


DIVISIONAL  REPORTS 

In  addition  to  furnishing  the  statistical  material  which  has  appeared 
in  the  tables  up  to  this  point,  each  Division  head  was  asked  to  present  a 
brief  narrative  statement  covering  the  high  points  of  the  past  year  in  his 
jurisdiction.  Those  which  follow  indicate  beyond  question  that  the 
administration  and  services  of  the  offices  in  these  divisions  have  been 
effective.  In  Chicago,  there  has  been  a  marked  improvement  in  the  reports 
from  both  the  Professional  Colleges  under  Mr.  McGregor,  and  the  Undergraduate 
Division  under  Mr.  Harper.  Crippled  Children  likewise  has  had  excellent 
results  this  year  under  the  efforts  of  Mr.  Votava.  I  am  happy  to  present 
their  reports  as  follows: 

1.  Chicago  Professional  Colleges 

2.  Chicago  Undergraduate  Division 

3.  Division  of  Services  for  Crippled  Children 


Chicago  Professional  Colleges 

We  have  been  very  pleased  with  the  improvement  in  the  vacancy  situation 
during  the  past  year.     During  1956-57  the  average  of  vacant  positions  for 
which  we  were   recruiting,   to  include  Staff  Nurses,  was  131.     During  l°57-58 
this  figure  was  down  to  30.     A  number  of  factors  are   responsible  for  this 
drastic  change  and  include  improved  pay  scales  and  more  aggressive  recruiting 
on  the  part  of   our  placement  staff.     We  have  kept  records  of  reasons  why 
applicants  appear  here  for  positions  and  as  a  result  have  attempted  to 
exploit  those  sources  which  are  most  productive.     We  have   also   worked  closely 
with  the  Illinois  State  Employment  Service,  with  which  we  have  a  good 
relationship,   and  with   a  number  of  reputable  private  employment  agencies  as 
well. 
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We  believe  it  is  extremely  important  to  keep  our  records  in  excellent 
condition.  In  this  way  we  can  operate  more  efficiently,  and  we  can  be  more 
certain  that  we  are  treating  applicants  and  employees  fairly.  Also  we  are 
not  unmindful  of  the  fact  that  if  an  error  is  made,  it  may  prompt  legal 
action  by  a  disgruntled  individual. 

We  have  reduced  to  written  form  a  number  of  our  internal  procedures,  and 
we  expect  to  continue  this  during  the  coming  year.  It  is  also  important  to 
observe  that  in  the  event  that  it  is  necessary  to  replace  any  staff  member, 
written  procedures  make  the  integration  of  a  replacement  smoother  and  easier. 

During  my  first  few  months  on  this  campus  I  was  amazed  at  the  number  of 
debt  complaints  against  our  employees  which  were  received  by  this  office  and 
the  Business  Office.  I  adopted  the  attitude  in  general,  however,  that  debts 
were  each  employee's  own  affair  and  that  this  office  should  step  in  only  in 
flagrant  cases  and  in  accordance  with  Civil  Service  Rule  11. Ub,  Disciplinary 
Suspension,  which  reads  in  part:  "...debt  complaints  arising  from  neglecting 
or  avoiding  payment  of  debt  without  reasonable  effort  to  settle  with  creditor." 
After  having  talked  with  a  number  of  employees  and  supervisors,  my  opinion 
has  gradually  changed.  I  now  believe  that  some  of  our  employees  have  never 
been  trained  in  nor  have  they  acquired  the  technique  of  financial  management 
even  when  such  management  involves  only  that  from  a  relatively  small  income. 
As  a  result,  I  have  asked  Mr.  Adams,  Personnel  Officer  on  this  staff,  to 
counsel  with  the  employees  who  find  themselves  in  difficulty.  He  has  worked 
with  a  number  of  employees  recently  and  has  drawn  up  with  their  consent  and 
approval  realistic  budgets  which,  if  followed,  will  lead  them  out  of  their 
difficulties.  As  a  price  for  this  service,  he  has  required  that  these 
individuals  bring  receipts  to  him  to  show  that  they  are  actually  making  payments 
as  agreed  to  at  the  time  the  budgets  were  prepared.  As  a  tangible  result  of 
this  program,  we  have  noticed  a  decrease  in  the  number  of  complaints  involving 
our  employees  as  well  as  complimentary  comments  on  the  part  of  their 
supervisors.  We  are  hopeful  also  that  this  program  is  making  better  employees 
of  these  individuals  by  relieving  them  of  the  worry  and  involvement  in  which 
they  found  themselves. 

It  is  our  opinion  that  more  work  is  urgently  needed  in  the  area  of  job 
classification.  Progress  has  been  made  in  clearing  class  pending  items. 
However,  additional  work  needs  to  be  done  to  insure  that  requests  for 
reclassification  of  existing  positions  are  processed  in  a  timely  manner.  We 
also  believe  that  some  of  our  positions  are  presently  misclassified.  Morale 
could  be  improved  and  possibly  money  could  be  saved  if  these  positions  could 
be  properly  classified. 

With  the  coming  of  the  looser  labor  market  during  the  past  few  months  we 
have  found  that  a  few  positions  have  been  easier  to  fill.  However,  benefits 
to  us  of  the  changed  market  situation  are  not  substantial.  When  private 
industry  laid  people  off  they  tended,  we  believe,  to  lay  off  the  least 
efficient  or  least  desirable  employees.  Thus  while  we  have  had  more  applicants 
for  some  job  classes  than  previously,  it  has  been  necessary  to  screen  them 
very  carefully  in  order  to  avoid  hiring  inefficient  castoffs  from  elsewhere. 

The  Illinois  State  Employment  Service  through  this  entire  period  has 
continued  to  list  stenographers  and  staff  nurses  on  the  critical  shortage 
list.  This  campus  hires,  of  course,  a  substantial  number  of  individuals 
with  such  training. 
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Progress  has  been  made  in  the  area  of  labor  relations.  Our  rapport  vrith 
those  unions  with  which  we  frequently  do  business  has  continued  to  improve 
so  that  at  the  present  we  believe  our  relations  are  excellent.  The  contract 
with  Local  321  of  the  College,  University  and  School  Employees'  Union, 
Building  Service  Employees'  International  Union,  AFL-CIO,  has  been  completely 
rewritten  and  indexed  thus  making  it  a  more  useful  document  not  only  in  our 
own  hands  but  also  in  the  hands  of  t*hose  who  must  use  it  but  who  are  less 
familiar  than  we  with  its  provisions.  We  expect  that  the  other  contracts  will 
be  rewritten  to  provide  more  readable  and  workable  documents, 

Mrs.  Meiers,  Personnel  Officer,  has  been  handicapped  in  her  supervision 
of  the  records  section  because  of  turnover  beyond  her  control.  In  spite  of 
this  difficulty  she  has  kept  forms  processing  as  well  as  vacation  and 
disability  records  and  filing,  reasonably  up  to  date.  Within  the  past  months 
she  has  trained  a  new  staff,  and  the  efficiency  of  that  section  is  continuing 
to  increase.  The  efficiency  of  forms  processing  in  the  Placement  Section  has 
also  increased  under  her  direction.  More  rapid  processing  of  employment 
papers  accrues,  of  course,  to  the  benefit  of  the  Business  Office  also  since 
such  prompt  processing  reduces  the  amount  of  payroll  work  involved. 

I  believe  that  in  the  year  ahead  it  will  be  desirable  to  change  the  methods 
presently  being  used  in  maintaining  certain  of  our  records.  I  also  believe  it 
will  be  to  our  advantage  to  prepare  guides  for  interpretation  of  certain  of 
our  rules,  to  include  those  covering  vacations,  disability  leaves,  and  holidays. 
Preparation  of  such  interpretations  or  guides  will  insure  uniform  application 
of  those  rules  and  will  ease  the  training  of  replacements  in  the  jobs  concerned 
when  that  becomes  necessary. 

We  note  from  the  statistical  analysis  of  employment  and  benefits  taken 
that  the  amount  of  sick  leave  used  this  year  exceeded  that  used  last  year  per 
employee  by  approximately  one  day.  It  may  be  that  the  prevalence  of  Asian  flu 
in  Chicago  during  the  last  year  is  responsible, 

I  mentioned  this,  however,  to  indicate  that  we  keep  a  number  of  records  in 
this  office  which  should  be  analyzed  and  which  will  be  analyzed  when  staff 
time  permits.  It  is  possible  that  some  departments  are  not  controlling  the 
use  of  sick  leave.  An  analysis  could  point  out  which  departments  are  high 
relative  to  an  average  as  well  as  those  which  are  low.  Members  of  the  staff 
could  then  work  with  both  types  in  order  to  learn  why  experience  had  been 
good  in  certain  areas  and  in  order  to  reduce  sick  leave  where  it  is  high. 

A  more  complete  analysis  concerning  the  aims  of  this  office  in  the  future 
is  contained  in  our  statement  in  support  of  biennium  budget  requests  for 
1959-1961  which  we  sent  you  on  April  3« 

It  is  with  a  considerable  degree  of  optimism  that  we  enter  another  fiscal 
year.  We  are  hopeful  that  we  will  be  able  to  comply  more  exactly  and  more 
quickly  with  the  regulations  issued  by  the  University  Civil  Service  System 
and  by  our  office.  We  are  also  hopeful  that  our  own  efficiency  will  continue 
to  increase  in  the  area  of  records  maintenance  and  further  that  we  will 
continue  to  improve  our  employee  relations. 

George  F.  McGregor 
Associate  Director 
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Chicago  Undergraduate  Division 

With  real  satisfaction,  we  look  this  year  to  a  drop  in  our  average 
monthly  turnover  rate  to  1.61$.     The   downward  direction  was  beginning  to 
take  shape  last  year  when  we  went  from  2. 75%  in  1955-56  to  2.55$  in  1957-57. 
There  is  little  doubt  that  such  things  as  the  "recession,"  increased  salary 
standards,  improved  benefits,   and  the  like,   have  played  important  roles  in 
curtailing  the  expensive  loss  of  trained  staff.     Employee  selection  has 
also  been  important  and  we  have  been  fortunate  during  the  past  year  to  have 
had  an  ample  supply  of  applicants  to  support  increased  emphasis  on  selection. 
This  year's  percentage  of  applicants  employed  is  down  to  a  healthier  17. h%» 
While  terminations  during  the  first  six  months  of  service  is  up  from  2l|.05%  last 
year  to  U5.7$  this  year,   so  is  there  a  corresponding  increase  in  terminations 
due  to  unsatisfactory  services  during  the  same  first  six  months  from  2.53$ 
to.  9.1  respectively.     This,   I  believe,   reflects  a  greater  concern  to  weed 
out  the  undesirables  and  questionables  by  department  heads.     Nearly  75$  of 
all  terminations  occurred  in  clerical  classifications  giving  this  group  the 
dubious  distinction  of  remaining  our  greatest  turnover  headache. 

The  percentage  of  staff  receiving  promotions  went  from  3.1$  in  1955-56, 
to  8.81$  in  1956-57,   and  back  to  2.5$  this  past  year.     While  there  are  not, 
from  year  to-  year,   sufficient  vacancies  in  higher  classifications  to  support 
a  constant  high  promotion  percentage  figure,  I    am,  nevertheless,    dissatisfied 
with  this  year's  picture.     Planning  for  the  year   ahead  will  necessitate  renewed 
emphasis  on  utilizing  our  own  trained  staff  for  upper  level  jobs,   as  well  as 
encouragement  to  present  staff  to  compete  for  same.     I'm  sure  our  staff  morale 
is  higher  when  such  is  the  case. 

I  indicated  several  times  during  the  past  months  that  I  felt  the  quality 
of  our  candidates  had  improved.     From  an  educational  standpoint,  the  statistics 
bear  this  out.     New  employees  with  less  than  a  high  school  education  totaled 
2ii.6$  of  the  total  employed  in  1955-56.     Last  year  the  figure  was  23.14i$  and 
this  year  it  dipped  to  7.1$.     Examination  results  present  contradictory 
evidence  with  the  high  incidence  of  failures  unless  we  realize  that  the 
majority  of  tests  are  given  to  clerical  applicants  who,  nowadays,  prove  weak 
in  typing  and/or  shorthand  skills.     Fortunately,   clerical  aptitude  has  been 
found  satisfactory,   and  practical  selection  has  been  based  primarily  on  this 
finding,   along  with  an  evaluation  of  experience,  education,   and  expected 
skill (s)    development. 

One  other  comment  on  the  statistical  report.     An  analysis  of  wage  and 
salary  information  shows  marked  improvement  when  compared  to  the  past  two 
years.     Particularly  notable  is  the  pulling,   of  clerical   salaries,   away  from 
concentration  in  the  1st  and  2nd  quartiles,   and  forming  a  more  appropriate 
pattern  of  distribution  through  all  four  quartiles.     Equally  significant 
is  the  pulling  down  of  operations  and  maintenance  wages  from  concentration 
in  the  3rd  and  i;th  quartiles  to  distribution  across  the  top  three  quartiles. 
Other  changes  occurred  too  and  while  not  as   significant  did,  nevertheless, 
help  to  form  a  better  looking  salary  and  wage  distribution  picture.     We 
have  made  good  strides  forward  in  our  wage  and  salary  administration  program, 
with  noticeable  benefits,   and  I  sincerely  hope  we  can   at  least  maintain  the 
standards  currently  established. 
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Communications  and  training  took  steps  forward.  Our  orientation  program 
for  new  employees  was  revised  and  continued.  The  supervisory  training 
program  offered  this  Spring  created  interest  and,  I  believe,  proved  to  be 
very  worthwhile.  Plans  call  for  another  supervisory  training  course  this 
Fall.  We  also  inaugurated  an  Academic  Workshop  for  department  heads  and 
other  academic  supervisors  which  proved  successful.  We  hope  to  continue, 
on  an  infrequent  basis,  with  the  Academic  Workshop  and  possibly  attempt  to 
create  an  informal  group  (luncheon  or  otherwise)  to  meet  occasionally  for 
the  purposes  of  discussing  problems  peculiar  to  the  employee-employer 
relationship.  On  the  minus  side,  our  shorthand  course  last  Fall  was  a 
failure  and  I  have  no  plans  to  continue  the  course  this  year. 

The  Employee's  Council  is  still  plagued  with  unproductivitis.  Its  role 
as  a  communication  link  is  very  important,  however,  and  if  for  no  other 
reason  it  is  essential  to  keep  the  group  formed  for  this.  The  big  challenge 
is  to  get  them  to  do  something  worthwhile  successfully  which  would  do  a  lot 
in  grouping  employee  support  behind  them.  The  potential  is  still  there — 
perhaps  concentration  on  a  social  program  during  the  year  ahead  would  be  the 
most  beneficial  move.  The  group  needs,  as  well,  some  kind  of  financial 
support • 

The  Faculty  Advisory  Committee  met  once  during  the  past  year  to  discuss 
the  Christmas  and  New  Year's  gift  day  policy.  Fortunately  we  have  had  no 
other  occasion  to  call  the  Committee  together — and  it  meets  only  at  special 
request.  The  membership  is  fine,  and  their  advice  in  the  past  has  been 
sound  on  controversial  matters. 

Our  Employee's  Credit  Union  has  apparently  reached  a  plateau  so  far  as 
growth  is  concerned,  with  assets  remaining  at  about  $80,000.  Four  nonacademic 
employees  are  on  the  Board  of  Directors,  composed  of  nine  employees  in  all. 
Interest  on  investments  remained  at  \\%,     Many  loans  are  made  by  the  Credit 
Union  with  the  greater  percentage  going  to  nonacademic  employees.  There  is 
little  question  but  what  this  organization  has  been  a  real  help  in  getting 
our  employees  over  financial  hurdles  on  an  understanding  and  reasonably 
economical  basis. 

Labor  relations,  on  the  whole,  have  been  good.  We  have  had  a  couple 
of  rough  rounds  with  Local  321,  but  relationships  seem  to  be  settling  back 
to  normal  now  again.  Workmen's  Compensation  has  been  involved  in  some  of 
our  relationship  difficulties  of  late.  I  believe  that  better  communications 
and  faster  action  on  some  cases  would  help  here — not  only  with  our 
relationship  with  the  Union  but  employees  individually  as  well. 

Stenographic  Services  had  another  good  year.  The  purchase  of  a  new 
addressograph  machine  provided  a  faster  and  more  efficient  addressing  service. 
Mimeograph  production  figures  are  down  slightly  this  year  due,  primarily,  to 
the  addition  of  the  ditto  operation.  Next  year  we  will  give  production 
figures  on  the  ditto  operation  as  well.  Use  of  the  Service  is  high,  though 
rarely  do  I  receive  complaints  on  service.  The  big  project  next  year  will 
be,  time  permitting,  an  analysis  of  service  pricing  and  a  possible  overhaul 
of  our  charges  list. 
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A  word  of  recognition  is  in  order  for  the  fine  cooperation  my  staff 
has  given.  The  Stenographic  Services  group  works  harmoniously  and  nearly 
autonomously,  and  the  Visiting  Nurse  has  done  a  fine  job  of  providing  services 
and  acting  as  liaison  in  workmen  compensation  cases.  Additional  extra-office 
requirements  over  the  past  couple  years  has  necessitated  greater  independence 
on  the  part  of  Mrs.  Chiloro  in  handling  daily  operational  matters,  and 
maintaining  our  complex  records — an  assignment  which  has  been  well  handled. 

In  summary,  I  feel  we  have  had  a  very  satisfactory  year.  We  have  taken 
a  few  strides  forward,  been  set  back  on  occasion,  but  succeeded,  in  part  at 
least,  in  improving  upon  our  program.  We  hope  the  year  ahead  will  bring 
solutions  to  old  problems  as  well  as  growth  in  terms  of  building  and  improving 
upon  the  program  now  well  established. 

Leonard  D.  Harper 
Personnel  Officer 


Division  of  Services  for  Crippled  Children 

Recruitment: 

Recruiting  of  nonacademic  personnel  was  essentially  precipitated  by  the 
resignation  of  clerical  employees  and  the  reorganization  of  our  program  in 
certain  areas.  Since,  in  addition  to  our  Central  Office,  Springfield,  there 
are  13  District  Offices  located  throughout  the  State,  with  staffs  varying 
from  2  to  3£  employees,  geographically,  no  set  method  could  be  utilized  in 
locating  and  employing  required  personnel. 

In  the  larger  areas,  such  as  Chicago,  Rockford,  Peoria  and  Belleville, 
we  found  such  contacts  as  newspaper  advertising,  employment  agencies  and 
personal  interviews  with  high  school  counselors  useful.  In  the  smaller  areas, 
such  as  Normal,  Mt.  Vernon,  Harrisburg  and  Olney,  the  solicitation  of  help 
from  staff  members,  (that  is  making  them  aware  of  the  vacancy  and  encouraging 
them  to  notify  friends  of  same),  contacting  perspective  applicants  from  lists 
which  I  obtained  from  personnel  departments  of  companies  laying  off  staff 
because  of  shutdowns,  etc.,  were  effective. 

In  instances  where  the  interview  could  not  be  completed  during  my  visit, 
particularly  Chicago,  Peoria,  Rockford  and  Belleville,  the  office  supervisor 
and/or  Chief  -Clerk  was  instructed  on  how  to  proceed  in  arranging  appointments 
and  securing  the  completed  application  form;  also,  on  screening  of 
candidates  where  it  was  obvious  their  application  did  not  meet  the  required 
specifications  for  the  existing  vacancy. 
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Final  selection,  based  primarily,  on  Civil  Service  testing,  served  me 
in  a  two-fold  capacity: 

1.  I  was  able  to  fill  the  vacancy 

2.  Testing  of  applicants  assisted  me  in  building  up  our  Civil  Service 
register  for  which  I  found  great  need  especially  from  a  clerical 
standpoint 

Orientation: 

When  new  employees  report  for  work,  they  are  given  a  more  elaborate 
explanation  of  the  following  topics:   (During  the  interview,  these  topics 
are  discussed  briefly.) 

1.  Personnel  policies,  civil  service,  retirement  and  fringe  benefits 

2.  The  objectives  of  the  Division  of  Services  for  Crippled  Children 

3.  The  managerial  and  service  structure  of  the  Division,  plus  the 

relation  of  the  Division  to  the  University  of  Illinois 

U.  Discussion  of  duties  of  each  service  department,  that  is,  Nursing 
Medical  Social  and  Speech  and  Hearing  and  how  they  relate  to  each 
other  in  giving  better  patient  care 

Following  an  introduction  to  the  staff,  job  duties  are  explained  with 
indoctrination  on  some  of  the  basic  areas  of  the  job.  Concentrated  training 
is  given  familiarizing  the  employee  with  the  Procedures  Manual — which  is  the 
reference  book  for  actual  work  performance.  With  these  preliminaries,  the 
incumbent  is  released  to  the  consultant  requiring  her  service. 

If  the  employee  is  working  in  a  District  Office,  (with  the  exception  of 
Chicago,)  as  soon  as  conveniently  possible  following  her  initial  employment 
date,  she  is  invited  to  Central  Office,  Springfield,  for  further  orientation 
as  to  how  her  workload  in  the  District  Office  relates  to  that  of  Central 
Office — with  observation  of  the  Clinic  Room,  File  Room  and  orientation  by 
the  Business  Office  pertaining  to  the  ordering  of  supplies,  forms  and  any 
procedures  pertinent.  At  this  time,  arrangements  are  completed  for  her 
physical  examination.  Due  to  the  fact  the  Chicago  District  Office  is 
centralized  and  because  of  distance  and  expense  involved,  the  above  training 
procedures  are  carried  out  by  me  "on  the  spot." 

The  day  by  day  training  and  supervision  of  the  employee  is  delegated  to 
the  Office  Supervisor,  Chicago,  Chief  Clerk,  Peoria  and  in  the  smaller 
district  offices  the  consultant. 

Follow-up  review  is  done  after  three  months  and  again  after  five  months-- 
using  the  Service  Rating  form.  These  forms  are  forwarded  to  me  for  review 
and  when  necessary,  particularly  after  the  third  month  of  employment,  in 
collaboration  with  the  respective  consultant,  areas  of  work  performance  in 
need  of  improvement  are  reviewed  with  the  employee. 
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In  most  instances,  it  has  been  gratifying  to  note  that  by  the  end  of  the 
fifth  month  and  prior  to  the  completion  of  the  probationary  period,  the 
employees  have  made  sufficient  adjustments  to  perform  their  duties  satisfactorily 
Of  the  22  new  employees  hired  during  195? -5>8,  only  three  were  dismissed  because 
of  unsatisfactory  work  performance. 

In-Service  Training: 

One  of  the  tools  which  I  have  found  to  be  effective  in  the  training  of 
new  employees  is  a  continuation  of  the  in-service  training  conference,  since 
in  the  unique  organization  of  the  Division,  it  is  a  good  medium  of  communication 
between  the  employee  and.  the  employer. 

Again,  because  of  distance  and  expense,  two  conferences  are  conducted 
yearly — one  for  downstate  employees  and  the  other  for  Chicago.  The  general 
format  was  based  on  correlation  of  the  workload  as  it  exist  in  the  Central 
Office  with  that  of  the  District  Offices.  In  addition,  such  conferences 
create  an  opportunity  to: 

1.  Review  records,  forms  and  procedures  collectively 

2.  Familiarize  the  group,  by  conducted  tours,  with  resources  available 

to  patients  of  the  Division 

3.  Generally  ventilate  ideas  of  personnel  and  employees — an  informal 
"Getting  to  Know  You"  session 

The  results  of  such  conferences  is  obvious  in  the  behavior  of  the  employees 
immediately  following  each  conference.  The  group  is  stimulated  in  better  work 
performance,  attendance  on  the  job  and  rapport  with  their  supervisors.  It  is, 
however,  necessary  to  use  booster  methods  of  stimulation  soon  after  the 
conference  with  memorandums,  consultations  with  individuals  and  office 
conferences. 

Job  Simplification: 

A  review  of  some  of  the  positions  in  the  Division  resulted  in  a  more 
streamlined  approach  to  the  workloadj  in  several  instances,  the  job  was 
accomplished  with  less  staff,  less  overtime  and  better  service.  Example : 
In  the  department  of  Duplicating  Service,  the  Stores  Clerk  inventoried  the 
supplies,  took  care  of  the  mail,  packed  equipment  for  clinics  and  operated 
the  multilith  machine  while  in  another  section  of  the  building,  there  was 
a  Duplicating  Machine  Operator  II,  whose  job  it  was  to  dexigraph  material 
for  duplication,  operate  the  verifax  and  when  not  busy,  assist  the  Stores 
Clerk. 

This  operation  resulted  in  overtime  pay,  tensions  between  the  two 
workers  and  very  often  inefficiency  caused  by  the  constant  comparison  of 
both  workers  with  each  other  as  to  who  does  the  most. 
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The  solution  was  to  move  all  of  the  duplicating  machinery  to  one  part 
of  the  building — thus  setting  up  a  complete  duplicating  service  department; 
since  the  individual  responsible  for  this  service  would  have  more 
responsibilities,  such  as  using  and  storing  of  chemicals,  masters,  etc.,  the 
entire  procedure  was  reviewed,  a  job  analysis  submitted  to  Civil  Service  with 
the  recommendation  that  the  classification  Duplicating  Machine  Operator  III 
be  assigned;  the  classification  was  approved.  We  continued  with  the  position  - 
Stores  Clerk  and  since  the  Duplicating  Machine  Operator  II,  was  already 
receiving  a  salary  comparable  to  the  beginning  salary  of  a  Duplicating 
Machine  Operator  III,  no  additional  amount  of  money  was  needed  to  pay  him 
in  his  new  class.  This  system  has  been  in  use  for  one  year  and  operates 
effectively. 

Other  areas  of  work  had  become  so  specialized  that  the  employee  would  do 
only  one  job;  since  there  were  slack  periods  on  the  job,  time  was  spent 
looking  for  work  for  the  employee.  Fortunately,  there  have  been  several  jobs 
such  as  this  and  it  was  possible  to  hire  a  more  skilled  person  to  do  both 
jobs  and  organize  the  work  in  such  a  way  that  only  one  employee  was  needed 
rather  than  two.  It  was  necessary,  however,  to  reclassify  the  job,  (covering 
both  areas),  higher  than  each  individual  job.  The  employee  chosen  for  the 
job  was  of  higher  caliber  and  required  more  pay  but  the  increase  in  pay  in 
no  way  compared  with  the  amount  paid  to  both  employees  previously  doing  the 
job. 

Reviewing  statistics  of  the  Annual  Report,  you  will  note  that  the  staff 
has  been  reduced  from  last  year  in  spite  of  the  increase  workload  of  the 
secretarial  help.  It  is  the  plan  to  review  the  operations  of  the  clerical 
staff  so  that  changes  such  as  these  may  be  made  in  the  future. 

A  project  that  I  feel  needs  mentioning  at  this  time  relates  itself  to 
the  relationship  between  the  clerical  staff  and  consultants. 

Most  consultants  have  their  own  secretary.  The  secretaries  have  discovered 
that  the  consultants  as  a  grouo,  have  some  patterns  of  behavior  that  seem  to 
be  indigenous  to  the  group.  These  criticisms,  however,  were  not  mentioned 
to  the  consultants  for  two  reasons  —  individually  they  were  minor  and  to 
criticise  the  consultant  of  these  traits  appeared  to  be  a  form  of  insubordination. 
On  the  other  hand,  however,  the  consultants  were  interested  in  these  irritations 
they  presented  to  their  secretarial  staff  and  requested  that  a  panel  of 
clerical  people  discuss  the  problems  at  the  following  professional  staff 
conference. 

In  keeping  with  our  policy  of  work  coordination  with  the  District  Office 
staff,  several  secretaries  were  invited  to  Central  Office,  informed  of  the 
request  made  by  the  consultants  and  asked  to  form  a  panel  to  discuss  these 
problems . 

After  much  brain-storming,  discussion  and  planning,  (mostly  by  mail), 
the  clerical  staff  developed  a  skit  called,  "Through  the  Looking  Glass,"  which 
consisted  of  two  acts,  first  of  which  was  a  morning  in  the  workday  of  Miss  Black. 
The  consultant  did  everything  wrong  —  with  much  exaggeration  of  the 
accumulated  things  our  consultants  do. 
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Act  II  was  the  work-morning  of  Miss  "White,  (the  perfect  consultant,) 
and  her  secretary,  (who  should  have  not  passed  her  probationary  period) . 
She  magnified  the  faults  the  secretaries,   collectively,   knew  they  had. 

The  skit  was  funny,  but  effective,  in  its  delivery  to  the  group. 
Each  consultant  saw  part  of  herself  in  Miss  Black  and  unfortunately  saw 
much  of  her  secretary  in  the  secretary  of  Act  II. 

After  the  skit,   questionnaires  were  distributed  to   the  staff  for 
completion  by  them  and  returned,,  (unidentified) .     A  tally  of  the   answers 
were  made  and  a  report  given  to  the  consultants  as  to  how  they  collectively, 
rate  by  their  secretaries.     The  stigma  of  the  results  continues  to  result 
in  a  better  relationship  between  consultant  and  secretary. 

Incidently,   the   skit  was  essentially  the  product  of  the  clerical   staff 
with  little   supervision  by  management.     A  similar  skit  was  presented  to  the 
clerical  staff  during  their  staff  conference,   with  concentration  on  the 
secretary. 

This  project  gave  evidence  that  there   are  times  the  employee  himself  is 
the  best  tool  to  convey  information  to  the  group. 

In  the   area  of  communications,   it  is  the  hope  of  the  personnel  office  that 
media  such  as  the  skit  and  letters  to  the   staff  of  happenings  in  administration, 
programs  and  general  changes  will  be  used  in  the  coming  years. 

Many  problems  relating  to  resignations,   dismissals  and  disagreement  between 
co-workers,   employee-employer  have   resulted  from  inadequate  communications. 
Very  often  detecting  these  problems  in  advance  and  commuting  with  the 
employee  has   saved  time   and  staff. 

It  is  the  desire  of  the  office  to   develop  rapport  between  the  staff  and 
administration  through  good  communication  so  that  problems  can  be  detected 
early  enough  to  be  solved. 

Lee  Votava 
Personnel  Officer 
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THE  LAST  WORD 

It  is  no  secret  that  I  like  to  tell   stories   about  my  numerous  grandchildren 
The  one  which  follows  is  a  favorite.     Ky  small  grandson  was  in  his 
grandmother's  care  and  was  giving  her  a  hard  time.     She  said,    "Please  do."     He 
said,    "No."     She  said,    "You  must."     He  said,    "I  will  not."     And  finally  with 
that  glint  in  her  eye  that  only  a  frustrated  grandmother  can  get,   she  said, 
"You  will  or  else."     At  that,   Grandson  Don,  facing  the  inevitable,    sweetened 
1  up   and  said,    "O.K.   Grandma,  I  was  just  waiting  for  the  last  wordl" 

The  following  comments  will  be  the  last  word  with  reference  to   the  year 
just  closed.     I  was  re-reading  not  long  ago  the   first  report  of  this  Office, 
submitted  to  former  President  Willard  on  June  6,  19U6,   covering  the  fiscal 
year  19ii5-U6.     I  was  struck  in  the  re-reading  with  the  vast  number  of 
programs  which  were  discussed  for  the  future  and  the  comparatively  small 
size  of  the  operation  as  of  19U6.     Most  of  the  programs   as  planned  then 
are  now  in  effect  and  their  operations  have  attained  a  measure  of   stability. 
This  does  not  mean,  however,   that  we   should  not  continue  to  develop  and  grow. 
During  the  past  year,    for  example,  we  have   added  the  Safety  Program,    and  a   - 
Twenty-Five  Year  Recognition  Program,    and  have   received  budgetary  provisions 
to  underwrite  our  extra-mural  educational  program.     These  have   all  served  to 
strengthen  the  total  operation  of  the  Department   and  of  the  University. 
There  are  undoubted  needs  for  further  development,   as  the  University  grows  in 
numbers   and  activities.     We  shall  try  to  keep  up  with  these  needs,  but  meantime 
shall  try  to  use  with  care  and  discretion  the  funds  assigned  to  us   and  to  carry 
out  our  responsibilities  in  the  best  way  possible. 

I   am  more  and  more  convinced  of  the  extreme  importance  of  one  factor 
which  we  must  stress  over  and  over  again.     This  factor  is  consistency.     This 
does  not  mean  necessarily  equality,  but  does  mean  that  working  conditions, 
pay  scales,   and  other  related  factors  must  be   kept  on  a  basis  of  internal 
consistency  throughout  our  vast  organization. 

We  have  had  our   difficulties  this  year  and  will  undoubtedly  have  others 
in  the  future.     On  the  whole,   however,   it  has  been  a  good  year   and  one  which 
has   shown   a  reasonable   degree  of  forward  progress. 

As  in  past  years  we  have  had  a  number  of  visitors  from  other  institutions — 
those  who  are   facing  the  necessity  of  starting   a  new  personnel  program,   those 
who  want  to  develop  further  ones  which  they  now  have,   and  those  who  are 
thinking  in  broad  terms  of  university  organization.     These  have  been 
stimulating  to  us  and  we  hope  we  may  have  been   able  to  provide  some  information 
of  value  to  those  who  have  come  to  us. 

We  are  particularly  happy  with   a  good  staff  and  one  which  has  been 
comparatively  stable.     We  lost  one  member,  Mr.   David.  Wiant,   to  Illinois 
State  Normal  University,  where  he  became  Director  of  Personnel  for  our 
sister  institution.     We  will  undoubtedly  lose  other  good  young  men  in 
the  future  for  similar  reasons  and  these  we  must  face  as  they  come. 
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In  several  other  cases,  members  of  our  staff  were  approached,  but 
happily  we  were  able  to  persuade  them  to  stay  with  as. 

Those  who  have  been  added  to  the  staff  during  the  past  year  have  served 
to  strengthen  the  hands  of  all  of  us  and  we  enter  the  new  year  with  a 
feeling  of  confidence. 


Attention  is  called  to  the  reports  of  the  following  organizations  with 
which  the  Office  of  Nonacademic  has  especially  close  relationships:  The 
University  Civil  Service  System  of  Illinois;  the  University  Retirement 
System;  the  University  Health  Service;  the  Committee  on  Accident 
Compensation;  the  Safety  and  Fire  Prevention  Committee, 
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